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Carriage 
interruptor key 


Does more 
for you... 
because it 
does more 
electrically! 





5 Automatic 
repeat keys 








Electra- 
swift 
touch 
| Space bar and 
Cushion-glide carriage back space key 


Here’s the brilliantly-engineered new Olympia SGE-21. 
featuring more electrified functions than any other electric 
on the market today! Just a few are shown above. A hand- 
some, modern typewriter that is accurate, fast and smooth. 
A reliable precision-built electric that requires the absolute 
minimum of maintenance. A solid investment in efficiency 
.it comes fully-equipped with the most advanced and 
worthwhile features... from a Correcting Space Bar (for 
even right-hand margins and insertion of omitted letters) 
to Vertical Half-Spacing (for ruled index cards, equations, 
etc.). Test it and compare it... before you decide on any 
other electric. Call your nearest Olympia Dealer for a free 
demonstration ... he’s listed in the Yellow Pages. Olympia 
Division, Inter-Continental Trading Corporation, 90 West 
Street, New York 6, N. Y. In Canada: Olympia Business 
Machines Co., (Canada) Ltd., 25 Mobile Drive, Toronto 




















No willing pupil ever 
need fail shorthand! 


Just increase the amount of practice time using 


DICTATION DISCS 


With Dictation Discs... 


You triple the amount of dictation practice 





You lessen the possibility of failing 
You get higher marks in shorthand 


You boost your speed quickly and easily in the com- 
fort and privacy of your home 


Look at what 
users of Dictation Discs 
say aboutthem 


You practice at speeds custom tailored to your needs 


@ You gain superior speed and a better job at higher pay 
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“These records have helped me se- 
cure a much better position than I 
had previously.” 
MRS. R. L. HENDERSON 
Portland, Maine 





“IT am a.teacher of Gregg Short- 
hand and Dictation Discs have 
been very valuable in my short- 
hand classes. My students enjoy 
taking dictation by these records.” 
i MISS BETTY BURNS 
Vaidese, No. Car. 





“After using your records faithful- 


ly I gained enough confidence to 
apply for one of the better posi- 
tions here in Dayton. I was given 
a test and had an excellent steno 
position within two days.” 

CAROL WETZEL 


The voices of 22 different radio announcers provide you with 
expert dictation at speeds of 40 to 160 wpm on more than 100 
different 45 rpm phonograph records. 

Order your Dictation Disc Sets now by filling in the coupon 
below, and start developing speed immediately. 








Dayton, Ohio 
Ask Your Teacher about Dictation Discs! 


45 RPM SETS — $5.75 EA. (ANY TWO SETS — $9.95) 
Each Set Contains 4 Records 


MAIL THIS COUPON TODAY 


Set No. 38 Brief form [) Set No. 47 Office Style oc) : : co) ’ be’ 

and phrase letters 60, 70, 80, 90 Dictation untimed iclation ldc te ompany 

Set No. 380 Brief form (] Set No. 49 Court Reporting . 130 to 180 170 Broadway, Dept. TS-1 1 Zam. 

and phrase letters 100, 110, 120, 130 () Set No. 50 Legal 80 to 120 New York 38, New York 

Set No. 39 the 500 commonest [) Set No. 51 Medical 80 to 120 is 

words in letters 60, 70, 80,90 [ Set No. 52 Progressive 50 to 160 ee - o sets | ee 

Set No. 390 the 500 commonest | enclosed check in the amount o 

words in letters 100,110,120,130 _ COMPETE COURSES on 45 ae ’ plus 25c for postage and handling. | must 

Set No. 40 Letters 40, 45,50,55,60 ©) Course I 40 to 100 wpm — $27.50 be delighted, and gain speed, or may re- 
(includes Sets 38, 39, 40, 400, 041, 042) : 

Set No. 400 Letters 50, 60, 70 9 Course I 70 to 130 wpm — $27.50 turn records in 10 days for full refund. 

Set No. O41 Letters 60, 70, 80 (includes Sets 380, 390, 410, 420, 043, , 

Set No. 410 Letters . 70, 80, 90 044) Each set contains four 45 rpm records, 


approximately 31 different business let- 
ters, 48 minutes of dictation. All sets con- 


Set No. 042 Letters 80, 90, 100 0 


Both Courses Complete (I and I1)—$50 
Set No. 420 Letters ... 90, 100, 110 


ODoOoooooooo0o0o00 OA0o0 U 


Set No. 043 Letters 100, 110, 120 tain different material. Order several sets 
Set No. 044 Letters 110, 120, 130 and gain speed faster. 
Set No. 430 Letters 120, 130, 140 
Set No. 440 Letters 130, 140, 150 
Set No. 450 5-minute letters _. 60 to 100 NAME 
Set No. 460 5-minute letters . 100 to 140 
Set No. 45 Brief form II heii cietisesinetiiticticennaaveni 
and phrase list 40, 50, 60, 70, 80, 90 
() Set No. 46 Regents Tests 80 a: STATE 
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Cast your ballot for a successful future ! 


249 


1.C.S. is the oldest, largest school 
of its kind. Over 249 courses for 
men and women. High school, busi- 
ness, secretarial, interior decorat- 
ing, engineering. One for you. 
Direct, job-related. Bedrock facts 
and theory plus practical applica- 





tion. You learn from experts. 
ploma to graduates. 

Clip and mail the coupon now. 
You'll receive, absolutely FREE, 3 
valuable booklets that have helped 
thousands. But don’t delay. Cast 
your “ballot” for future success! 
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Accounting 

Auditing 

Cost Accounting 
General Accounting 
Junior Accounting 
Practical Accounting 
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ADVERTISING 


Advertising 
Magazine & Newspaper 
Advertising 
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Architectural Interiors 
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Building Contractor 
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For Real Job Security—Get an I. C. S. Diploma! I. C. S., Scranton 15, Penna. 
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BOX 60096K, SCRANTON 15, PENNA. 


Without cost or obligation, send me “HOW to SUCCEED,” the opportunity booklet about the field | have indicated below, and a sample lesson 
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Fastens Paper Using Nothing 
But the Paper Itself ! 


* No Refills 
* No Clogged 


* No Bulky Files 
* Paper Easily 


Machines Unlocked, No 
* No Staples to Tearing 
Remove * Welded Papers 
Lay Flat 


It Costs Nothing To Press The Handle 


A precision made instrument with hand- 
some chrome finish. It is new, novel, 
smooth, silent, and efficient in operation. 
Never needs refilling. It will weld up to 
six sheets of 164 paper. Modernize your 
office with this time and money saving 
office appliance. An ideal gift with name 
engraved on the handle. If your dealer 
cannot supply you, write direct. Dealer 
inquiries invited. 


PAPER WELDER, INC. Medina, N. Y. 
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A WONDERFUL NEW WAY TO 
CORRECT TYPING ERRORS 








Just paint on...type over if. 
SNOPAKE is a handy desk- 
mate for every typist...won't 
chip, crack or peel. 
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PRODUCTS, INC. Sp,“ », 0 
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FROM OU 


To Tue Eprror: 

Many thanks to the writer for the tips 
in “Organizing a Shorthand Notebook.” 
Having been a legal secretary for the 
past 12 years, I should like to add a 
couple that might help some harried 
secretary. The first suggestion is with ref- 
erence to deleted portions of shorthand, 
be they paragraphs, words or sentences. 
Circle the portion to be deleted, rather 
than crossing it out. Circling half a page 
takes less time and, even though it starts 
in the middle of a line of shorthand, the 
deleted portion can be circled by starting 
at that point. Then if the boss changes 
his mind, and men do you know, all that 
is necessary is to read the deleted portion 
back to him with no crossed out marks 
to detract from your reading. If he later 
wishes part of the deleted portion to be 
left in, a simple editing “stet” on the 
margin will remind you to leave in part 
of the paragraph or all of it, as the boss 
desires. A circle within the original cir- 
cle will indicate what part is to be de- 
leted on the second trip around. 

The second is an alternate suggestion 
for leaving half the page for insertions— 
one which I find saves more time with a 
particular type of boss, the “perfection- 
ist.” For this type boss, who constantly 
rewrites and re-rewrites portions of sen- 
tences, paragraphs and sections, I find it 
easier to place an asterisk at the point 
of insertion, then an end mark + at the 
beginning of the portion to be inserted, 
with a corresponding asterisk to match 
the one at the place of insertion. At the 
end of the portion to be inserted another 
end mark + sets off that part to be in- 
serted. Thus, if a second insertion is 
made, even though it goes before the 
first, two asterisks will denote that inser- 
tion, etc. No doubt remains as to where 
a particular insertion goes and it does 
not matter that it takes three or four 
pages of shorthand, or that it is made 
after the entire instrument is dictated. 

Cordially yours, 
(MRS.) PAULINE ARNETT 


To Tue Eprror: 
The plight of the working mother de- 
scribed in the “In Box” in the Septem- 
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ber issue might earn the sympathy of 
some—but not from me. 

The writer refers to a wife’s income of 
*$2.000-$3.000.” which to her is “gravy.” 
but to a woman earning her own “bread 
and butter” this salary would hardly 
provide essentials—and she even wants 
a deduction!!!! Do you think that’s fair 
competition? 

She also states that a total salary of 
$10,000 should not be eligible for the 
deduction, but why should I—also a 
working wife—in the $5,000 bracket not 
be entitled to it as much as she just be- 
cause she is willing to work for less 
money? 

Sincerely yours, 
A READER IN THE MIDWEST 


To Tue Eprror: 

I read with great interest the editorial 
in the September issue of TODAY’S SECRE- 
TARY and agree wholeheartedly with the 
comments. 

As a victim of the “Depression Years” 
in the thirties I can recall the strict 
discipline of the employers who could 
discharge an employee for the least in- 
fraction of rules because there were at 
least twenty others willing to take his 
place. 

There were no coffee breaks in those 
days and often lunch hours were only 
one-half to three-quarter of an hour long. 
It was unheard of to use first names and [| 
was once criticized for wearing a sleeve- 
less dress to work on an extremely hot 
day! 

Ten years ago I returned to the busi- 
ness world and was amazed at the lax 
and indifferent attitude of many em- 
ployees. 

I have been working quite steadily 
since then and now in my fifties I still 
have many commitments to fulfill (tem- 
porary). The training I received during 
the depression, the fear of being fired, 
is still with me and, although I do not 
recommend another depression—one of 
short duration might just jolt those who 
are indifferent and don’t care to realize 
the importance of a job well done. 

Very truly yours, 
(MRS.) ELSIE USUI 
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Try them. They're on us. 


©1961, Venus Pen & Pencil Corp., Lewisburg, Tenn, 


They’re three specialized Venus ball PEN:cils® you'll 
want to try out in your office: Super Fine, for bookkeep- 
ing and extra fine writing. Erasable, with eraser. Repro- 
ducing, for use with all office copying machines. You can 
get all three free with your next order of 3 dozen Venus 
ball PEN:cils (No. 10-3D) with either blue or red ink. 
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Mail this coupon to your 
Stationer. 
Please send me the fol- 
lowing packages in 
Venus’ Department Test 
Offer No. 10-3D. 
No. of Packages 
(Blue ink) 
No. of Packages 
(Red ink) 


NAME 
COMPANY NAME 


ADDRESS 
CITY 


THIS 
ee 


SOHO REO e Tee EET EEE Ee 


VENUSSS 
ball PEN-cil 


Venus’ Department Test 
Offer contains 3 dozen 
regular Venus ball 
PEN :cils in blue or red 
ink, PLUS three free 
samples for testing: 
Super Fine (39¢), Repro- 
ducing (39¢) and Eras- 
able (29¢). TS11 


STATE 


D TIME ONLY 
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This electric turns out the work... 
swiftly, dependably, week in, week 
out. It etches letters more clearly, 
inks more evenly, positions words 
more accurately. It does this be- 
6 








©1961 ROYAL MCBEE CORP. 


cause it was built by specialists: 
Royal. Experienced secretaries will G 
tellyou there’s no electric typewrit- 


er more reliable, economical, con- 





venient. But prove this for yourself. — sPeciatists 1N BUSINESS MACHINES 
TODAY’S SECRETARY 
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ANith rs ote. 
Americans—as individuals and as a nation—share a common failing. They want to be 
liked. 

Now, before the brickbats start flying, let us hasten to add that there’s nothing basi- 
cally wrong with this desire. The admiration of one’s colleagues, the approval of one’s 
superiors, the love and affection of relatives and friends . . . these are necessary and very 
wonderful components of the world in which we live. But when the human need is pushed 
so far that it becomes a compulsion, failure enters. 

And, we fear, this is just what has happened. So great has our desire become that we will 
do almost anything to achieve it. We conform, we agree, we vacillate, we kowtow. We have 
reached the point where we think that only in these ways will people like us—forgetting that 
“‘liking’’ based on such flimsy beginnings can be neither sincere nor lasting. 

We are afraid to take a chance, afraid to speak up, to act independently, to think for 
ourselves. In becoming thus, we have lost our personal identity. 

Sit in on a business conference and listen to the participants mouth only banalities 
because they fear criticism or censure. Walk down any street and note the lack of individ- 
uality in the way women dress, the dreadful sameness of the newest architectural 
“‘wonders.’’ Tune in at a party and hear the same old clichés uttered in the same old 
way. Note the fads and foibles that we so quickly and eagerly adopt because everybody 
else is doing it. 

We yearn to be accepted, to be ‘‘in’’ with a group. So we avoid certain subjects because 
they might be displeasing to others. We avoid certain actions because we might tread on 
someone's toes. We deliberately stay away from anything that might in some way mark 
us as being ‘‘different.’’ 

And, as is only natural, our government reflects its citizens. As a result of World War Il, 
the United States emerged as a world power, well respected if only for its prodigious ability 
to supply the matériel of war. We entered the council chambers of peace with wonderful 
plans to aid friend and foe alike, plans that would help to make it one world—and a good 
one. Then our desire got the best of us . . . the wonderful plans started to go awry. 

We tried to buy friendship much in the same way that one child says to another, 
“I'll give you a piece of my candy if you say you like me.’’ We began worrying about what 
other nations would think if we did this or said that . . . often we wound up walking in two 
directions or talking out of both sides of our mouth at once. We tried to please everybody 
—and learned, to our sorrow, that we gained little in the way of true friends and lost much 
of our hard-won respect. 

We think it’s time for us—as individuals and as a nation—to take stock. Time to decide 
who we are and where we’re going. Time to determine what our beliefs are and how we can 
best achieve our goals. Time to assume an identity. 

We are all in favor of liking and being liked—in proper perspective. But we would 


like to see this desire give precedence to . . . outspoken enthusiasm for an idea or an ideal 
. creativity that dares to be different . . . honest pride in strong beliefs .. . disagreement 
for the sake of knowledge and advancement .. . government policies, wisely chosen, stead- 


fastly supported... 


Above all, we would like to see each man be his very best self. And, oddly enough, 
this is the one way to insure that he will indeed be liked . . . not by everyone, perhaps, 
but by the people who really count in his world. 











PERIODIC PAIN 


Don’t let the calendar make a 
slave of you, Betty! Just take 
Mipot with a glass of water... 
that’s all. Mipot tablets bring 
faster and more complete relief 
from menstrual pain—they re- 
lieve cramps, ease headache and 








\ chase the “blues.” 
“WHAT WOMEN WANT TO KNOW” 


FREE! Frank, revealing 24-page book 
explaining menstruation. Write Box 280, 


4 New York 18, N. Y. (Sent in plain wrapper.) ‘ 
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British Brides Have Stopped Worrying about starving 
their husbands. Announced by the British Postmaster 
General, a telephone service that provides one recipe 
daily for a main course is available by dialing a cer- 
tain number. The British Farm Products Council 
chooses the recipes, taking into consideration the 
weather and the price of various foods. (UPI) Might 
not be a bad idea for America's harried, hurried 
secretaries. 


The Post Office Department’s new program to meet the 
problems of late mail dumping and the resulting lost 
time in mail delivery is called the "Nationwide Im- 
proved Mail Service" program. Principal features are: 
encouraging large-volume mailers to schedule mailings 
so they can be handled in order of importance; a 
greater emphasis on preprocessing of mail in the 
mail rooms of large mailers; a continuing em- 

phasis on "Mail Early In The Day." Are you giving 
the program your conscientious co-operation? 


A New Development In Employee Services is the com- 
pletely automatic cafeteria with no kitchen opened 
recently at the world headquarters of General Elec- 
tric in New York. Installed and operated by the 
Brass Rail Corp., the cafeteria has seven vending 
machines that dispense hot and cold dishes prepared 
each day by a Brass Rail commissary. The new 
installation is expected to meet the food needs of 
more employees at lower costs. 


A Universal And Automated ‘Credit Card’’ System to 
eliminate the exchange of cash, checks, money orders, 
etc., is a practical possibility in the next decade. 
Neal Dean, a specialist in management information 
Systems, sees this "financial utility" as being sim- 
ilar to today's banks, controlling each person's "fund 
account" on magnetic tape. Information, captured by 
Simple recording devices in stores, would be 
transmitted automatically to the system's center, 
where payment of bills would later be made. The fund 
account would be charged for the amount involved and 
the respective stores credited accordingly--all 
without human intervention. (OEME News Release) 


WHAT EVERY SECRETARY SHOULD KNOW ABOUT--On the market 
is an automatic cow-washing machine that scrubs, 
rinses and massages a dairy cow in 4% seconds...RE- 
QUIRING ONLY HOT WATER for mixing are Right Time soup 
mixes, a dry mix packed in individual servings. 
Available in beef and chicken flavors, they're per- 
fect for office lunches. 
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EXPERTS: [Re 


Q. Please indicate the correct choice of 
words in these sentences and explain the 
reasons for them. 
1. He is no longer able to perform a 
full (day’s, days’) work. 
2. He will give us 30 (day's, days’) 
notice. 
3. The data (is, are) used in the Com- 
mission hearing. 
4, The papers were left (lying, laying) 
in his notebook. 


A. 1. The correct form is a full day s 
work. The singular possessive is re- 
quired as the use of a indicates. 

2. The correct form here is 30 days’ 
notice. As the number 30 has a plural 
meaning, the plural possessive is re- 
quired. 

3. Strictly. the data are is preferred 
because data is plural, the singular be- 
ing datum. However, more and more au- 
thorities are now allowing the singular 
verb (is in your sentence) because of the 
collective force of the word data. 

1. The papers were left lying is cor- 
rect. Lying is the present-participle form 
of lie, meaning “to be in a flat posi- 
tion.” which is the verb intended in your 
sentence. 


| & 






Q. Please indicate the proper pronoun in 
this sentence: 
It would be nice if the four of us 
could get together—Joe and Sue. you 
and (I, me). 


A. To decide whether the nominative 
or objective form of the pronoun should 
be used, first notice that “Joe and Sue, 
you and (I, me)” is an appositive of 
“four of us.” 

Next notice that “four of us” is the 
subject of “could get together.” Since an 
appositive must agree with the noun or 
expression it modifies in number and in 
case, this means that the pronoun must 
be in the nominative form, /. The sen- 
tence, therefore. should read: 

It would be nice if the four of us 
could get together—Joe and Sue, 
you and I. 
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Marshall Hanna 
TYPEWRITING 
Alan C. Lloyd 


BUSINESS ARITHMETIC 
Vivian W. Kline 


FILING 


Q. When addressing an envelope to an- 
other country, should the name of the 
country be typed on the same line with the 
name of the state. province or county, or on 
a separate line? 


A. Postal authorities prefer that the 
name of the country be typed on a sepa- 
rate line. We prefer to put the name of 
the country in capital letters, so that it 
will stand out. 
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How should one sign a letter (dictated 
by the boss) in the boss’ absence? 


A. In several ways. Some employers 
wish the secretary to sign the employer's 
name and to emulate his signature so 
that no one will be aware that the em- 
ployer did not sign it. Others prefer the 
secretary to sign the employer's name 
and put the secretary’s initials right next 
to his name. Still others prefer the secre- 
tary to sign the secretary's name with 
the words “for (not per) John Doe.” 


Q. In my work there are many instances 
where the word subject is used instead of 
repeating the name of the company re 
ferred to in the letter. For example: 
Mr. Smith of the Subject Company 
was in our office... 
Is this correct? If so. should subject be 
capitalized ? 


A. The use of the word subject instead 
of repeating the name of a company in 
the body of a letter is frowned on by 
correspondence experts. The practice is 
a carry-over from Government corre- 
spondence, where the subjects are often 
very long. 

In business letters, however, it is usu- 
ally possible to refer to the subject in a 
shortened form. For example, if the Me- 
Graw-Hill Book Company were the sub- 
ject of the letter, the name would doubt- 
less be written in full once. After that it 
could be referred to simply as “McGraw- 
Hill” or “the Book Company.” 

In case the form you mention is used, 
it is not necessary to capitalize subject. 

(Continued on page 56) 











Ever Ready's new Memo Pad 
— a companion piece to the 


Ever Ready desk calendar 


Here is a Memo Pad designed with 
the busy, but organized, desk in 
mind. Holds 200 sheets. Avail- 
able in four colors: Walnut, Grey, 
Mist Green or Desert Sand to com- 
pliment any desk top or match 
other desk accessories; and two 
pad sizes; 3°’ x 5". and 4” x 6”. 


Order from your local stationer to- 
day. Or write us. We will be happy 
to forward your request to the 
progressive Ever Ready 
dealer nearest you. 







by the makers of 
... America’s foremost 
desk calendar 


EVER READY 
CALENDAR 


MANUFACTURING CO. 
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_ @ No need to use a manual office typewriter —when you 

really want an electric. Now there is a full-powered elec- 

_ tric for about the same price as a. manual. 

-|  _@ This is the new Smith-Corona Marchant Compact 200 
_ =world’s only compact electric. And it’s full-featured, 
too. For example: 

A 12-inch carriage and 88-character keyboard give you 

“more work capacity than 90% of all typewriters in use. 

tt has an automatic carriage return—and an automatic 
eating space bar, dash, underline, dot and cross-out key. 


















4 The Compact Electric by eTaalitac Corina Marchant: $249" : 
(=) ole) 0] ai ia(- Mela (ei- me) m-Maal-lal0t-1—) 





m™@ There is no waste space inside the Compact 200. 
American engineering has squeezed it all out. The result 
is a remarkably strong, precision-built machine. Another 
result is a remarkably low price: $249 (about half the 
price of ordinary electrics). 

@ The Compact 200 comes in three handsome decorator 
colors and over thirty crisp type styles. 

™@ So forget about manual machines. Ask (or have the 
boss ask) to see the new Smith-Corona Marchant 
Compact 200. A coupon is on the opposite page. «Pius tax 


fg SMITH - CORONA 








s/c] 





410 Park Avenue, New York 22, N.Y. 





SMITH -CORONA MARCHANT 


















WORD 


BY E. LILLIAN HUTCHINSON 


KEY TO TEASERS ON PAGE 57 


A Quiz on the Alphabet 


: 
3 
4. 
5 
6. 


4. 


When this letter occurs in a word, it is always followed by the twenty-first 
letter of the alphabet. Which letter is it? 
Which letters are also complete words? 


3. Which letter, capitalized and followed by an apostrophe, occurs in many per- 


sonal names? 
Which letters are used as numerals? 


. Which letter occurs in a phrase meaning “perfectly: precisely: exactly”? 


Which letter is used in mathematics to denote an unknown quantity and to 
denote multiplication? 


What is the origin of the word alphabet? 


When the Singular Ends in S$ 


W 

I. 

.. 

ae 3. 


hat are the plural forms for the following nouns? 


surplus 1. mouse 7. goose 
business 5. analysis 8. lroquois 
corps 6. moose 9. species 


First, Find the Word. Then— 


A. 
B. 


9. 


What words are represented by the following brief definitions? 
What one feature characterizes all these words? 


1. A young sheep. 

2. Unable to feel. 

3. To move upward by using hands and feet. 

4. To give way because of weakness or helplessness. 
5. Speechless. 

6. A small bit of bread, cake, ete. 

7. A large branch of a tree. 

8. The first digit of either the right or the left hand. 


The crest on a rooster’s head. 


10. A post forming a side of a doorway. 
‘ Match Them! 
Select from Group B the words or phrases that define the words in Group A. 





A B 


1. Advise a. To express approval. 
2. Accede b. Foundations. 
3. Compliment c. Other than. 
1. Effect d. To look forward to. 
5. Capital e. To comply. 
6. Bases f. Money invested in an enterprise. 
7. Expect g. Recommendation. 
8. Advice h. To counsel. 
: 9. Except i. To influence. 
10. Affect j. Result. 
Is It “Accent,” “Ascent” or “Assent”? 
In the following sentences, should accent, ascent or assent appear in the blank 


spe 


Auk wn 


Cs es 


» 
d. 


ices in order to give the meaning intended? 


Helen was overjoyed when she obtained her mother’s to her marriage. 


. He watched the ........ of the experimental balloon as long as it was visible. 


Antonio speaks with a mere trace of 
The author would not 


ee to the editor's changes in his manuscript. 
[ will not ........ to any such harebrained scheme. 
Be sure your brakes are in perfect condition before making the 


A of the 
mountain. 


It is necessary to include the ........ over both e’s in résumé. 


The rapid ........ of the gubernatorial candidate was an achievement. 
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IN ONLY SIX MINUTES: 
THE MOST CONVINCING 
(AND SURPRISING) 
TYPEWRITER DEMON- 
STRATION YOU HAVE 
EVER SEEN!!! 


We’d like six minutes—no more—to 
show you (or the Boss) the remark- 
able Smith-Corona Marchant Com- 
pact 200. Just tell us which day 
you'll have six free minutes. Or send 
in your order for the 200 now. 


TS-11 


Smith-Corona Marchant, Inc. 
410 Park Ave., New York 22, N. Y. 


C]I’d like to see your six-minute 


demonstration at 





TO mnitninmme 





| 

| 

| 

| 

| 

| 

I 

| 
Send (quantity) | 
new Smith-Corona Compact 200 | 
typewriter(s). | 
l 

| 

| 

| 

| 

| 

| 


AIRE... 





COMPANY. 


ADDRESS 


CITY ————— 


lacie anciearentienenansinomnianteiands 


s/c [al 


SMITH -COROQNA MARCHANT 


410 Park Avenue, New York 22, N. Y. 
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The Boss Meets Plastisol F-100 


New Columbia Plastic Coated Copy Film 


OU’LL be enthusiastic, too, hole « Packaged in new patented 

once you’ve seen new Piasti- Carbnpad—100 sheets to the pad 
sol F-100 copy film out- . - Easier to use, easier 
wear and outperform to store—in every desk 
even the finest carbon drawer « Try it! 


papers! FREE DEMONSTRATION— 
Plastisol F-100 outwears Write either Columbia 
carbon tissue by 3 to 5 | Ribbon & Carbon Mfg. 
times + Re-inks immedi- 4 Co., Inc. 114 Herb Hill 
ately « Produces perma- Road, Glen Cove, N. Y. 
nent, smudge-free copy or Columbia Ribbon & 
with complete uniform- Carbon Pacific, Inc., 
ity « Doesn’t dog-ear, Duarte, Calif. No obliga- 
tree, curl, wrinkle or pin tion, of course. 


PLASIESOL P-I0U 

















SECRETARIAL 


bookshelf 





HOW YOU CAN BE ACTIVE IN POLITICS. 
William-Frederick Press, 391 E. 149th St., 
Dept. TS, New York 55, New York. 16 pp. 


25 cents. 


Why be active? Because politics is for 
everyone. Where to begin? In your 
own neighborhood. When? Right now! 
Use this month’s elections for practice. 
Government—local. state or national— 
is only as good as you make it. Read 
and use these practical suggestions on 
what to do to get good government. 


50 CHECKPOINTS TO HELP IMPROVE YOUR 
OFFICE AND PERSONNEL EFFICIENCY. 
Smith-Corona Marchant, Inc., Dept. TS, 
410 Park Ave., New York 22, N.Y. 12: pp. 
Free. 


Helpful to both secretary and _ boss, 
this booklet is full of ideas to improve 
office efficiency and control rising over- 
head costs. Most checkpoints deal with 
office machines and the people who 
operate them. 


THE ART OF WRITING. By Andre Maurois. 
Ik. P. Dutton and Company. 320 pp. $4.50. 


A distinguished critic and biographer 
presents a_ stimulating collection of 
literary essays that will delight those 
interested in the art of writing. Mau- 
rois brilliantly recreates the lives. 
thoughts and art of twelve of the 
world’s most prominent authors. Those 
discussed: Voltaire. Rousseau, Sten 
dahl. Balzac. Flaubert, Proust, Goethe. 
Leopardi. Tolstoy. Tchekov, Gogol and 
Turgenev. 


A WOMAN’S GUIDE TO EARNING A GOOD 
LIVING. By Elmer Winter. Simon & Schu- 
ster. 40] pp. $4.95. 


For the woman who holds a job or 
wants to work, here are complete an 
swers. expert advice on such subjects 
as the mature worker. the woman with 
preschool children. how to look for a 
job. changing jobs. having your own 
business. where to put your abilities to 
best use. Anything and everything on 
what youd want to know about 
women working. 


TRAVEL FUN! Customer Relations Service. 
Bell Telephone System, Room 540, 195 
Broadway, New York 7, N.Y. 16 pp. Free. 


This aid to motoring families will 
merit your gratitude, especially when 
there are small children in the car. 
It contains a variety of diversions from 
license plate spotting games to auto 
safety contests. Also offers helpful 
check lists. safety suggestions and logs 
to record travel data. 
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How to give 
your 
file cabinets 
the 


® 
THE EVANS GATHERING RACK is now made | PENDAFLEX 
of a new aluminum alloy that increases its 


It’s really a frame-up. You put a 
frame in the drawer and it holds the 
hanging folders up! Just one reason 
management is high on Pendaflex. 


















the 18 sections holds 500 sheets of paper at 
the exact. scientific angle for faster, easier 
gathering. Information from Evans Spe- 
cialty Co.. Ine... Dept. TS, P.O. Box 8128, 
Richmond 23. Va. 


strength while reducing its weight. Each of | 
| 
| 
| 


Exclusive ““Keyboard”’ design makes 

for simple filing and finding. Every- 
thing’s at your fingertips . . . no 
: nerve-wracking searching. File 
clerks can handle twice the work in 
half the time. 


THE SATURDAY REVIEW EXECUTIVE DESK 
DIARY has a 63-page reference section that 
accompanies the 14-month calendar: every 
day of the week is in view. Available in 
leather (813.50) or simulated leather 
($7.50) at stationery and department stores. 


or write to Executive Desk Diary Ltd.. 717 
Or, better yet, mail the coupon 


Fifth Ave.. Dept. TS. New York 22. N. Y. ee >» 
below for a free sample. 


THE VELVET TOUCH is a new. simple plastic applicator for apply Oxford Filing Supply Co., Inc. 
ing pressure-sensitive tape. Roll out tape to desired length, tilt, Garden City, New York 





See Pendaflex automation-age filing 
folders at your office-supply dealer. 


twist slightly and tape cuts itself off. You can keep one hand free. 
end finger smudges, twisted knots, wasted tape. Introduced by The i \ 
Velvet Touch Corp.. Bellingham, Wash.. it retails for 98 cents at 
stationery, variety, drug and department stores. 








Handy match-book size KO-REC-TYPE has self-stick tab on the 
back for affixing to the side of a typewriter or desk. Convenient. 
easy to use, it contains 12 sheets of Ko-Rec Type enough to cor 
rect hundreds of errors. After each use. place sheet back in book 
let. At 25 cents per pack. For details write to Eaton Allen Corp.., 
Dept. TS, 170 Tillary St.. Brooklyn 1, N. Y. 


























A new desk tool. STAMP-TELLER is a letter 
opener, magnifier and postal scale: blade is 
of Du Pont Lucite for long-life cutting 
edge. To weigh a letter, place it in the cen- 
ter of the handle and move slide weight 
out till blade tilts down to indicate weight. 
At $3 from The Beckhard Line, 230 Fifth 
Ave.. Dept. TS. New York 1, N. Y. 








In Toronto: Luckett Distributors, Ltd. 





FIRST NAME 
IN FILING 





OXFORD FILING SUPPLY CO., INC. 
14-11 Clinton Road, Garden City. N. Y. 


Please send FREE Pendaflex hanging 
Folder and Big 60-Page Catalog of 
Filing Systems and Supplies. 


INSTANT SPEL’LER is just like a phone 
number index. Lists over 6.000 of the most 





i 
commonly misspelled words: accents and | 
divides them. Just set the arrow to the first | 
| 

1 

| 




















letter of the word and press the key. Also NAME 
included are abbreviations and cities. For FIRM 
$3 from In’stant Speller Co., Dept. TS, 1140 STREET 
S. Robertson Blvd.. Los Angeles 35, Calif. CITY ZONE STATE 
Name of your Oxford Dealer 
lt am cms aan ams ann a a aD amp anD am aun aun aun am a am am od 
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Send for FREE Booklet describing 
RITE-LINE COPYHOLDER 








j-~———-MAIL COUPON TODAY——-~| 

RITE-LINE CORP. | 

4209 39th St.,N.W., Washington 16, D. C. | 
| Please send me a free copy of your Folder. | 
| Name | 
| Address. | 
| City. Zone State | 
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NEW TIFFANY 
OFFICE MACHINE STANDS 


NOW AT YOUR DEALERS 









NEW! 
MODEL 
6000 


New Concept In: 
© STRENGTH & RIGIDITY 
@ MACHINE SAFETY 

©@ OPERATOR COMFORT 
@ RETRACT-A-BILITY 

©@ PORTABILITY 

@ STAY-BILITY 





NEW 


MODEL 1177 
BUDGET PRICED stand 
with foot pedal opera- 
ted retractable casters. 
For light weight office 
machines. Undercoat- 
ed solid steel top. 
Square tubular legs. 
Two drop leaves. 


Write for NEW ‘61 Catalog 
TIFFANY°STAND CO. 


7350 Forsyth «+ St.Louis 5, Mo. 
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Other 


Secretaries 





. .. from the tedium of office tasks. After all, anything a machine does, 
the secretary doesn’t have to do. The following are the suggestions 
of panel members who realize the work they save may be their own. 


I've often wished for a hard plastic sheet with cut-out lines, spaced to corre- 
spond to the single, double and triple spacing on a typewriter, that could be 
placed on paper, ditto or stencil. Thus, an entire page of evenly spaced lines 
might be drawn rapidly. The various spacings might be edged in identifying 
colors, such as yellow, green and red. 

Mrs. Frank Mogan. Spokane. Washington 


Adding-machine tape is generally used once and then discarded. Why not in- 
stall a receptacle to hold the used tape in back or a rewind spool so that the re- 
verse side may be used—two for the money? 

Miss Carolyn M. Rissman. Albany. Oregon 





Why not a combination typewriter and multilith ribbon for the girls who need 
it? Instead of changing the regular ribbon each time she has to use the multilith, 
the secretary would simply turn the ribbon up for multilith work and down for 
ordinary typing. 

Miss Gail D. Libava. Cleveland Heights. Ohio 


Couldn't someone come up with an 844-by-514-inch stencil, with an attachment 
for mimeograph machines to accommodate this size? Either that or a reusable 
814-by-5'4-inch strip at the bottom of the stencil. At present, half the stencil is 
wasted each time. 

Miss Patricia Hylas. Haverstraw. New York 


Whenever we must put booklets together for assembly programs, we have to use 

a special long-handle stapler just for the programs, since we must staple midway 

across the paper. Might a stapler be put on the market that would feed staples 
vertically? They'd be useful in many stapling jobs. 

Sister Mary Gordian, C. PP. S., Norwood. Ohio 


Help On the Way 


... In answer to the suggestion (December, 1960) for a device to shut 
off electric typewriters automatically after a certain period of time: all Adler elec- 
tric typewriters (distributed by Addo-x, Inc., New York, New York) have an auto- 
matic electrical shut-off switch that “goes to work” after three minutes: and the 
Olivetti electric typewriter (Underwood Corporation, New York, New York) turns 
off automatically when it hasn't been used for one minute. 


. .. In answer to the suggestion (December. 1960) for a cellophane 
window in a man-size blotter to reduce the number of stencils ruined by careless 
signing: Gestetner Corporation of Yonkers, New York, manufactures a stencil with 
a covering film that protects the stencil in the manner suggested above. Just slip 
it over the stencil before typing or signing and there’s no possibility of tearing 
the stencil at the point of signature or the surrounding area. 
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If you don’t have the best possible stapling equip- 
ment to work with in your office, let Swingline help 
you! We’re going to give you the opportunity to try 
all the wonderful equipment made by Swingline, the 
world’s largest manufacturer of staplers for home 
and office! 


We make a stapler for your every possible office need 
— even that special one you’ve always wanted for 
collating the boss’s giant reports. For example, we 
have that feather-touch wonder, the completely 
automatic electric stapler that requires only your 
lightest finger-tip touch to turn out tons of fastening 
work. If it’s a master desk stapler you’re after, our 
No. 4 holds 210 staples—loads instantly in our ex- 
clusive open channel. No. 3 is a shorter desk model 
...No. 27 arugged marvel that can be imprinted with 
your company’s name, too. Looking for versatility? 
No. 77S staples, tacks, pins, fastens and—what’s 


Swinglne. INC. 


jumps 
at the chance 


to help secretaries! 


more! — stores 500 staples. Working in a one-gir] 
office? No. 99 answers your problem here—designed 
specifically for smaller areas, yet holds 105 staples 
for ready action. 


Only Swingline staplers guarantee split-second load- 
ing, jam-proof performance! And they’re all sensibly 
priced—a fact your purchasing person will most 
certainly appreciate! 


But we said we’d let you try Swingline — and we 
meant it! Ask your purchasing agent to call STill- 
well 4-8555 today. We’re ready to discuss all your 
stapling problems—at length !—and delighted to send 
you the stapler that will answer your individual need 
for a FREE 10-day trial. (And, if you send a request 
on your letterhead, we’ll send you, FREE, Swing- 
line’s modern, easy-action staple remover !) 


No obligation, we might add. 





LONG ISLAND CITY 1, N.Y. 


in Canada: Saxon Office Equipment, Ltd., 156 Evans Avenue, Toronto 14, Canada ®* World's Largest Manufacturer of Stapies for Home and Office 
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A larger salary, an exciting new job... things that seem far 
away now, needn't be. Stenograph helps make those dreams 
come true. For while it takes many years and very special 
talent to attain high speed and accuracy with pad and pencil 
shorthand, with Stenograph, most secretaries become pro- 
ficient amazingly quickly. They qualify for top secretarial 
positions, for jobs in the United Nations, in Congress, as 
courtroom reporters, in the advanced sciences, in foreign 


countries. You can too. 
16 


Sinogyaph 


SHORTHAND MACHINE 


eeeeaeeasceaoooo ooo ooee¢ 
STENOGRAPHIC MACHINES, INC. S-1161 
8040 North Ridgeway Ave., Skokie, Ill. 


Please send me full information on Stenograph 
—modern machine method shorthand. 


name 





present position 





school 





address 





city zone state 
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The Human Side 





uriel has an enviable record of pune- 

tuality and dependability. Her boss 
is a stickler for promptness and expects 
Muriel, as his secretary, to be on hand 
when he needs her. He also feels that 
she can set a good example for co-work- 
ers and associates. 

However, twice in the last month 
Muriel was delayed on her way to work. 
She was reprimanded for being tardy. 
and this seemed unjust to her. Muriel 
wonders, “Some people are habitually 
late, and management lets it pass. Yet 
when I, with a reputation for sticking to 
rules and regulations, suddenly was 
tardy twice, management became _per- 
turbed enough to notify me that my boss 
was upset about it. Why?" 


Solving the Problem 

This is one of the big puzzles in busi- 
ness. Some people always abide by the 
rules: possibly their early training and 
character traits compel them to be pres- 
Such de- 
pendability is taken for granted in their 


ent and on time each day. 
cases, while others who don't heed the 
rules seem to “get away with murder.” 
Punctual people do not mind the setup 
much, despite its inequity, until a de- 
pendable one is chastised for the first 
breach of conduct. 

This double standard is hard to ex- 
plain. It may seem unfair, until you 
realize that “just because everybody does 
it” does not make a thing right. How- 
ever, though management may be unable 
to reform the rule breakers, it can keep 
the conscientious workers on the right 
track. 

In a similar case, a secretary who was 
so dependable that “you can set your 
watch by the time she arrives and the 
time she leaves” caused a commotion by 
taking an hour and a half at lunchtime 
one day to shop. When she returned to 
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work, the two men in her office looked as 
though they were seeing a ghost. “Where 
were you?” one demanded. “We were 
worried about you.” Later, the woman 
found that the men had asked everyone 
where she might have gone and had even 
called a couple of nearby restaurants. 
Once your associates become used to 
your ways, they expect your actions to 
follow a pattern. Any deviation is un- 
settling and seems “out of character.” 


The first 


time she was tardy, her boss probably 


This is true in Muriel’s case. 


feared that something had happened to 
her. The second time, he thought such 
lateness might become part of the pat- 
tern. He felt that if this continued, 
Muriel would be no more dependable 
than the offenders. His confidence in her 
reliability was threatened. 

So, even though others come and go 
as they please, Muriel learned that her 
boss expects and values promptness. He 
doesn’t want her to lose this trait; he 
wants her to stay above average. 

Muriel can avoid future disturbances 
by calling in, when she finds that she will 
This 


will reassure her boss that she has not 


be delayed, to explain the reason. 


relaxed her standards but has a legiti- 
mate excuse. It never hurts, no matter 
how valid the reason for tardiness. to 
apologize for it. Most bosses appreciate 
the fact that an employee treats tardiness 
seriously. 

Furthermore, when a secretary accepts 
employment, she is, in effect, making a 
contract. She agrees to observe working 
hours and rules, to supply her services 
and efforts in exchange for the salary 
The contract is between the em- 
ployer and herself; it is binding. Whether 


her associates adhere to their employ- 


given. 


ment contracts is not her concern and 
She will 


(Continued on page 56) 


does not affect her situation. 
have to live 





TRAVEL TIPS 


AIR FRANCE 
TRAVEL ADVISOR 





Have you seen the 
free world of Air France? 


Here’s how you can be a part of it and 
make your travel budget really stretch 
into a thrilling tour. Now Air France 
has a wonderful new travel plan that 
gives you carte blanche to visit extra 
cities along the route to your destina- 
tion—at no extra fare. 

The plan is as simple as this: For 
as little as $485.00 (round trip New 
York-Rome), 17-Day Excursion Fare 
or with your regular Economy or 
First-Class round-trip ticket you can 
stop off at many, many cities at not 
one penny extra fare en route. This 
means you can take a grand tour for 
the fare to one destination alone. And 
you'll be pampered with superb serv- 
ice every mile of the way on Air 
France Boeing 707 Jets and Caravelle 
Jets in Europe. 

You don’t even have to go beyond 
Paris to get a dividend. Your ticket to 
Paris entitles you to visit London, 
Amsterdam and Brussels at no extra 
fare. Merveilleux, n’est-ce pas? 

Carte d’Invitation. If you're travel- 
ing First Class, I'll see to it that you 
receive a personal invitation to the 
top couturier showings of the latest 

- fashions. 

To help you get the most out of 
your traveling, may I give you some 
helpful hints? Send for my three Very 
Important Pointers booklets on travel. 
This “best-seller” series is already into 
its second million. I'll also be delighted 
to send you our latest V.I.P. booklet, 
too, “You in Paris—What Every 
Woman Wants to Know.” I'd also be 
happy to send you the latest news 
about our Jet-Away Holidays. Just 
check the coupon below. If you have 
a special question, come in, call or 
write to me. I'll see that you get 
prompt, personal attention. 


*All fares, Economy Class, 17-Day Excursion, 
effective Oct. 1, 1961, through Mar. 31, 1962. 


AIR: FRANCE JET 


— IG 


. Miss Colette d’Orsay, AIR FRANCE | 

| 683 Fifth Avenue, New York 22, New York 

| Please send me: : 

[] Air France Jet-Away Holidays Kit 

| fF] “YOU IN PARIS—What Every Woman 
Wants to Know” 

| CJ VIP “‘best-seller” series (all three!) 


Name 





Address 
City 
State 
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ONE CAN OR ONE CAR?... Thousands of telephone calls are placed during a routine 
business day — to place orders, register complaints and often to clarify illegible words from a recent letter. 


It would take a giant electronic brain to compute the dollars and hours spent on the phone between busi- 
nessmen untangling correspondence. More often than you would imagine, it is unclear typing and smudged 
erasures that have caused the dilemma. Clean typewriters, filled with white, bright, strong PLOVER 
BonD, the visibly better letterhead paper, produce letters you can be proud of. Erases neat as a pin. 


PLOVER BOND will improve the appearance of your company’s letterhead — an important part of your 
corporate image. Its uniform cockle finish promises sharp, accurate printing and brilliant color reproduction. 


Ask for, or specify, (whichever is your responsibility) PLOVER BonD — it will help reduce those phone calls 
— except the ordering kind. 


PAPER COMPANY, STEVENS POINT, WISCONSIN 


al 
WHITING- 
SWINLUFY 
better papers are made with cotton fiber 
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MEET THE BOSS 


@ Max Lerner is so many things that it’s hard to pin him 
down to any one profession. He has his own answer to 
this: “I’m a generalist, an amateur, if you'll accept an 
amateur as one who practices some skill for the love of it, 
and not as a profession.” 

Primarily, and most frequently, he is a writer in the 
medium of a columnist. Four times weekly, the New 
York Post carries his interpretations of international and 
national events, political moves and, occasionally. an 
assortment of general topics. Such repeated and public 
writing involves a sagacious mind and a sprawling 
knowledge of what’s going on in today’s world. As a 
columnist, Mr. Lerner constantly must sit in judgment. 
picking from the vast scope of topics those most meaning- 


ful to him—and to his readers as well. 





But Max Lerner is very much aware that his position 
is somewhat precarious. At the same time that he labels 
himself a generalist, he wisely qualifies his seat in the 
theater of judgment: “A general columnist, by his nature. 








must roam widely . . . Remember that he is not sitting 
in judgment as an expert who has mastered all there is 
to know on the subject. He is only a traveler who has 
made unsuspected discoveries for himself in the realm of 
gold, and he wants to share them.” 

A man deeply interested in human nature, Max Lerner 
has an enviable bent for turning the inquisitor into the 
questioned. In Mr. Lerner’s home an acquaintance is 
thus transplanted for the moment to his own importance 
and fame through his imperceptible subjection to polite 
questions and intent discussion. 

“My study? It’s in a state of enormous chaos,” warns 
the columnist as he leads the way up the third flight of 
stairs in his comfortable four-story town house. And 
indeed he’s right—but what happy chaos. It’s condition 
induces the remembrance of a quotation by Cicero that 
seems apt, “A room without books is a body without a 
soul.” Max Lerner’s study is abundant with soul. A 
midget room to begin with, it’s a replica of the New York 
Public Library, cluttered as it is with stacks of books that 


spill out of their bookcases onto (Continued on page 53) 
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MEET THE SECRETARY 


@ “Warm and objective” is an accurate description of 


Roslyn Mass. Slim. dark-haired. she'll remind those fans 
of the long-dissolved “Mr. Peepers” television show of 
that lovable teacher's female complement—the quiet. 
steady. level-voiced girl who balanced his usually topsy- 
turvy life. And imperturbable Roz has to be to keep the 
strings of Max Lerner’s business life tied. 

A student’s enthusiasm for her professor ultimately led 
Roz to the job. Says she: “I used to do bookkeeping at 
the New School. My one solace and diversion from the 
regularity of the job was a friendship with another girl 
there. a girl who had been one of Mr. Lerner’s students 
at Brandeis. She mentioned him in awed tones and. co- 
incidentally, | later learned that my brother was a friend 
of his son-in-law. My brother told me Mr. Lerner was 
looking for a secretary and | called his home one day to 
arrange an interview. That was it—I was hired!” 

Other of Rozs’ former jobs include positions as assist- 


ant account execulive in advertising and sales promotion 
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work for a soap company. “The jobs in these fields gave 
me a good background in business. but somehow. I just 
wasn't satisfied.” she says reflectingly. 

How did Roz feel then about accepting the job with 
Mr. Lerner? She “If | 


couldn't come up with an origination of my own, | 


expresses her thoughts well. 
thought Fd like to be employed by someone whose work 
pointed him in a direction in which | could believe. | 
decided that if | took any kind of secretarial or office 
position. it would have to be on the basis of the person 
for whom Vd be working.” Such determination obviously 
earned for Roz the complete contentment she now enjoys. 

Roz job has both secretarial and editorial aspects. 
She has helped the writer edit his books. and she handles 
his lecture and travel arrangements too. “I write most 
of the correspondence from what my boss tells me. or 
what | know myself has to be done.” explains Roz. “He 
trusts my judgment and because he does. J do. All I do 
's tell him lve finished and he’s delighted.” 

Here Max Lerner. with a burst of fervor, interrupts. 


“She's sensational—effective and 


(Continued on page 54) 
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“# office — 
receptionist by marilyn french 


part On€-—*“You’re no ordinary receptionist!” | 
heard a salesman say to the girl at the information desk. 
He sounded amazed and. automatically. | took notes. 

What had this particular girl done to make such an 
impression? She had smiled pleasantly. asked the caller's 
name. then immediately phoned the man he wanted to 
see. She had repeated the salesman’s name and com- 
pany. and even though he worked for a firm with a long. 
unusual name. she'd said it straight the first time. “You 
may go right in, Mr. Kirkpatrick,” she’d concluded 
smilingly. 

Later. | learned that the salesman was right. The girl 
wasn't an ordinary receptionist. She was the secretary to 
a top official and was merely substituting during the 
vacation schedule. Instead of feeling imposed upon. she 
looked as though she was enjoying the task. 

Often. a secretary is called upon to pinch-hit at the 
reception desk. (The smart. adaptable girl is glad to 
help out whenever she is needed.) Or a newcomer may 
accept such a post temporarily until the right secretarial 
opening comes along. Both can learn a lot that will be 
useful always. 

Reception work is a daily lesson in human relations. 
and it can be a rewarding occupation. For the woman 
who likes public contact. the position is ideal. And even 
if you. yourself, never sit behind the front desk. an 
understanding of the duties involved will help you ap- 


preciate the work of your office receptionist. You may 

















also get a few ideas for making your boss’ visitors feel 


welcome. 

Secretarial and reception jobs are not far afield. al- 
though the former may require more skills and training. 
Both involve a knack for getting along with people, a 
desire to be of service and the ability to act as office 
hostess. 

Requisites for a receptionist are pretty much the same 
as those expected of a good secretary. In an article in 
this magazine, Betty Thomae listed numerous secretarial 
virtues: appearance, sociable personality. initiative, intel- 
ligence, experience, knowledge of grammar, adaptability. 
These qualities make a fine receptionist, too. The same 
taboos apply to both kinds of workers (and many others ) 
—overtalkativeness, overagressiveness, the unwillingness 
to do odd jobs. 

Ideally. of course. the receptionist should be free to 
concentrate on visitors. But if her post is not a busy one. 
she may be expected to type, file or sort papers. She 
may have to operate the switchboard as well. Such extra 
jobs are preferable to having her sit idle most of the 
time. (One woman executive complained that her pet 
peeve is “the receptionist who chews gum and reads a 
newspaper.) However, the fill-in work should not have 
an urgent deadline. If it does, she will be too rushed to 
give callers the attention they deserve. And _ visitors. 
after all, are the prime reason for having a receptionist. 

It is a feather in your cap if you are asked to take 
over the reception desk. Most firms realize that the re- 
ceptionist is important. She’s the first person—some- 
times the only one—callers meet. They seek a friendly. 
healthy person who is dependable and cool-headed. She 
must set the stage for visitors, even those who only stop 
briefly. The receptionist can do a good public-relations 
job—or she can give a poor impression of the entire 
company. 

| once worked for nine years with a receptionist who 
made more friends for the firm than any other employee. 
Visitors were shown where to put their wraps, given 
something to read. directed to a phone if they wished to 
make a call. Pleasant chatter was interjected when 
needed. When a caller had to wait. he was offered a cup 
of coffee. If the man he asked for was out, the recep- 
tionist sent for his secretary or someone else who could 
help him. She called cabs for departing visitors, relayed 
messages to or from their offices. 

She put nervous applicants at ease in minutes. Sales- 
men were treated cordially. and she made sure that they 
saw the purchasing agent or his assistant. Even strangers 
who wandered in by mistake were glad they had stopped 
by. Her directions were clear and helpful. 

The reception room was kept spotless and inviting. 
She ordered fresh ilowers. discarded old papers and 
magazines, cleared up any clutter. The janitor was asked 


to regulate the heat and air and to mop up frequently. 
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The cleaning woman knew better than to skip any cor- 
ners. In short. the receptionist ran her domain like a 
combination of Perle Mesta. Elsa Maxwell and a drill 
sergeant. Though she left the firm several years ago. 
callers still ask about her. 

In making my rounds gathering material. | have en- 
countered many receptionists. Most have made a good 
impression. and they probably have affected other callers 
equally well. Two outstanding receptionists have been 
written about in Dartnells “From Nine to Five” bulle- 
tin. Like the gem described above. both have a genuine 
liking for people. Each one has a definite formula for 
success behind the reception desk. 

A graduate of a modeling course, Beverly Ann Winkey 
has applied the training in good grooming. office man- 
ners and charm to her job as receptionist-secretary for 
Aaron ID). Cushman and Associates. Chicago. Illinois. She 
worked as a cashier during her senior year in high school. 
and her biggest ambition was to “get out into the busi- 
ness world and meet people.”. When she came to Chi- 
cago from Savanna. Illinois. she first worked in a bank 
and then for a dise jockey. 

Beverly said. “When people walk into the office. I'm 
the first one they come to; therefore. it’s up to me to 
make them feel comfortable.” She is a firm believer in 
making guests “as welcome as they would be in my own 
home.” A lot of people visit the public-relations agency. 
and her attitude. coupled with eflicient office skills and 
an attractive appearance. does a great deal to maintain 
the firm’s own “public image.” 

She pointed out that certain touches in the job create 
harmonious relations: 

“Be sincere in dealing with people. 

“Answer the telephone with a pleasant voice. 

“Try to call people by name; learn their names as 
quickly as possible. This is more flattering than asking 
who people are each time they call. 

“If the party must wait on the line, don’t keep him 
‘hanging. Ring him back every so often to let him 
know you haven't forgotten him. 

“Keep an even disposition—don't display temperament 
in the oflice.” 

She added. “To me. this work is a tremendous chal- 
lenge. Each person you meet is an entirely different 
individual and should be treated as such. Of all my 
duties. working with the public is the most pleasant and 
rewarding. Everyone is nice in his own way—and | do 
love people.” 

The other receptionist is Mrs. Neta Hodges. She has 
heen greeting callers at the Arthur Murray School of 
Dancine in South Bend. Indiana. for two and a hall 
years. Before becoming a recéptionist, she was a dance 
analyst for a year. 

Intent on her work. Neta has written two articles about 


it. One was an alphabetical col- (Continued on page 59) 
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AN 
EXTRA 
PAIR 
OF 
HANDS 


@ How many times have you wished, as you sat glumly 
regarding pages and pages of manuscripts to be typed, 
that you had an extra pair of hands? Ever think of ad- 
ding them to your stock of office equipment in the form 
of a copyholder? 

Copyholders are just what their name implies—they 
hold copy in a convenient position for reading while you 
transcribe or retype. If you don’t have one, take a look 
at some of the models on the market and discover how 
much they'll add to your efficiency, save on your energy. 
Or, if you already have one and find its conveniences 
dated, compare it for new advantages with some of the 
types shown here. 

Copyholders can be a blessing to secretaries who suffer 
from eye and neck strain. In usage, copy is nearer to 
eye level, thereby eliminating the need for keeping your 
head in a downward position. Your work is made easier 
because both hands can stay on the keyboard. And. 
since most copyholders have an automatic attachment 
that underlines copy two or three lines at a time, your 
eyes are guided, thus promoting accuracy and increas- 
ing production speed. 

All copyholders have some provision for supporting 
both papers and shorthand notebooks. A distinction is 
made between direct and side view copyholders—the 
former stand behind your typewriter and allow you to 
maintain a steady, directly-in-front-of-you view of the 
copy. The latter are easel types that can be set at one 
side of your typewriter and they’re generally less 
expensive. 

Before you approach your boss, know everything there 
is to know about copyholders. Write to the manufac- 
turers listed in this article to obtain prices and literature 
on different styles; also check with your local office 
equipment dealers. Estimate your particular job needs 
to be able to select a corresponding type of holder. The 
majority of these copyholders can be secured in varying 
ca rriage widths to accommodate (Continued on page 57) 
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Pictured on these pages are six versions 
of copyholders, together with names of manu- 
facturers. Where there is more than one 
manufacturer listed, models similar to the 
copyholder described can be ordered through 
them. Some companies offer more than one 
type; ask them for complete descriptive pamphlets. 
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Plain, all-metal one-piece con- 
struction characterizes this 


easel type LIBERTY copyholder 
by Bankers Box Co. This one is 
$1.35. Manufacturers of similar 
copyholders: Herald Products 
Co., and ‘‘Tops’’ Business 
Forms. 


In use in the picture on the left 
is the FLICK A LINE copyhold- 
er by Franklin Table Co. for 
$7.95. Its principal feature is 
the rubber wheel that operates 
the line finder with a ‘‘flick’’ of 
the finger. Another variety has 
a movable steel spring clip at 
one side. The separate base 
that supports the copyholder 
has a pencil groove and book 
ledge; to change height for note- 
books, holder can be placed on 
its side. Similar types are manu- 
factured by Flash Filing Co., 
Inc., Everflex Aluminum Prod- 
ucts and Lit-Ning Products Co. 





One of the automatic line-spac- 
ing copyholders is COP-E-EEZ 
by R. Funk & Co. The copy board 
has a typewriter-like space bar 
that is tapped to lower the 
line indicator; when inserting 
copy, indicator swings upward. 
Finger-tip control selects single 
or double spacing. 


An extra attachment available 
for the RITE-LINE copyholder is 
a plastic line magnifier that en- 
larges copy 21,4 times its size. 
A turn of a knob adjusts spac- 
ing, and a control bar is pressed 
to move the copy to the desired 
line. Available from Rite-Line 
Corp., its price is $19.95. 


COPY-RIGHT by Curtis-Young 
Corp. stands behind typewriter; 
levers move copy plate up and 
down to keep copy at eye level. 
Price depends on width of car- 
riage. 


Remington Rand's FOLDAMAT- 
IC LINE-A-TIME copyholder has 
variable height adjustment to 
raise or lower instrument to pre- 
cise level. Space settings can be 
dialed; ‘‘foldamatic’’ unit moves 
to best light condition. Copy, 
inserted by paper twirl knobs, is 
moved by a space lever. Some 
manufacturers have foot treadle 
attachments for moving copy— 
one such copyholder is PEDES- 
TAL, manufactured by Pres-To- 
Line Corp. of America. Addi- 
tional manufacturers of the type 
pictured: Royal McBee Corp., 
Roll-A-Line, Inc., and Hall-Wel- 
ter Co., Inc. 











SECRETARY 


@ Working has always been an indispensable part of 
social organization. Whether farming one’s bit of the 
Nile mud, adjusting a lathe in a factory or typing a con- 
lerence report, working goes hand in hand with living. 
Nor is it a modern innovation to use work . . . or more 
precisely the work area or milieu . . . as a social center. 
Today, “raising the roof” may only 
reier to a noisy weekend party, but 
there was a time when a roof really 
was raised before a pioneer get- 
together could begin to frolic. 

As a matter of fact, it might be 
our pioneering background that 
gives our work environment ils al- 
most unique aura of sociability. 
Certainly other countries have pur- 
sued worthwhile goals in improving working conditions, 
limiting hours of labor and providing legal protection 
for the security, health and welfare of the working popu- 
lation. But this country was perhaps the first to consider 
the worker as a human being. As a result, we not only 
enjoy pensions and savings plans, medical insurance and 
sick leave allowances but the more immediate social re- 
wards of coffee breaks, fancy titles and office parties. 

Of course, we must not forget that all of these “con- 
cessions” to our humanity are based on some pretty hard- 
headed and practical methods of increasing work output. 
This does not necessarily make them suspect. It simply 
shows to what extent management will go in overtly en- 
couraging the social climate of an office or shop. 

But any alert person in today’s business world will 
admit that there exists beneath the conventional atmos- 
phere of office courtesy another somewhat shadowy world 
of emotion, governed by a host of unspoken rules. We 
are aware that this state of affairs is accepted as uni- 
versal . . . the torment behind suburbia’s shiny picture 
windows and the .power struggle beneath the supposed 
calm of academic life being some of the usual examples. 
What makes the office situation so much more hazardous 
socially, in spite of its superficial air of impersonal re- 
lationship, is its position as a relative newcomer in the 
broad history of social groupings. 

In suburbia there’s a long enough chain of customs, 
taboos, manners and social standards to control uncom- 
fortable deviation. Academia, too, has its code of ac- 
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“POINT OF 
ORDER” 


by jeanne martinson 


ceptable behavior and_ intellectual disciplines. But 
modern office work, with its great dependence upon 
women workers in subordinate roles. its almost wholly 
male executive personnel and clientele. its rather nebu- 
lous boundaries between purely social and purely business 
contacts, is still unsettled. 

For the young unmarried girl, however, it’s a potential 
gold mine. Though she may contribute some of her 
salary to family income, she is essentially without respon- 
sibility. Her one extracurricular duty if it can be 
called that . . . is to “meet people” and find a husband. 
While family friends. church and neighborhood affilia- 
tions, clubs and other groups can provide a_ wide 
acquaintance for her, the nonstandardized office atmos- 
phere adds a new social dimension to her opportunities. 
A smart girl, happily adjusted to an upward mobile 
society where reasonable attractiveness, good grooming 
and skills are important “social” criteria, can probably 
do herself proud. If she doesn’t marry the boss, or that 
nice young sales manager or engineer, she still has a 
chance with the family and friends of her co-workers in 
widening her social arena. And 
this, according to the marriage 
counselors, is all to the good. 

The glow of ofiice camaraderie 
diminishes, however, as the status 
of an individual changes. From 
what personnel managers tell us, 
there are two times in a woman's 
life when the oflice atmosphere can 
be tension producing—to employer 
and employee both. The first is during the immediate 
posthoneymoon period, when most girls return to work 
“for a while.” The second crucial period, and perhaps 
the most difficult for the woman, is the return to the ofiice 
after several years as housewife and mother. 

The varied problems that can occur in these two in- 
stances suggest. of course, the variety of personalities in- 
volved. So that while the problems exist in the oliice 
atmosphere, or begin to develop there, they cannot be 
blamed on the business world per se. For, regardless of 
the easygoing social contacts office life can further, it is 
essentially an emotionally “static” area ...a place where 
work is to be done, done well and done on time. The 
only unique characteristic of offices as social environ- 
ments is what we shall call their “focusing” power .. . 
the smaller the office, the sharper the focus. In this con- 
fined little world, where work and play so often blend, 
where objective rules of conduct are sometimes useless, 
occasionally inappropriate and frequently in conflict 
with personal desires, a troubled woman can easily be- 
come lost. 

A recent survey, in fact, made by the National Office 
Management Association, among business, industrial 
and service organizations, reveals that the employer finds 
women more prone than men to take the day off, to gos- 
sip, to behave like prima donnas, even to be neurotic. 
At least 75 per cent said they had more “problem” 
workers among women and more than half admitted that, 


in the case of promotion, (Continued on page 48) 
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® Today, more than ever before, our 


government is encouraging an increase 
in foreign trade. Hardly a day goes by 
that at least one article on current export 
and import possibilities does not appear 
in the newspapers. 

The desire of man to exchange has 
created commercial activity. In essence, 
that is what commerce is—an exchanging 
among men and nations of the products 
that they produce. Way back, at the be- 
ginning of civilization, an individual pro- 
vided for his own needs: he fed himself. 
he clothed himself. he housed himself. 
In time, groups of people perceived that 
each individual had a particular gift and 
that by using this talent, not only for his 
own needs but for the needs of others in 
his group, he could produce a_ better 
article with less effort. Individuals be- 
came specialists, providing certain neces- 
sary commodities or services for them- 
selves and others. 

However, the specialization in any one 
group was restricted by the physical en- 
vironment in which that group lived. For 
example, rubber cannot be grown com- 
mercially in the temperate zone, neither 
is wheat a successful crop in the tropics. 

As man developed, he acquired new 
tastes and new desires. Tied down by 
natural conditions, he soon learned that 
the cravings of his nature could be sat- 
isfied only by bringing from its own 
environment the raw or finished product 
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that he desired. Thus the whole idea of 
importing and exporting came into being. 

Before a company is willing to take 
the “plunge” and go into world trade, a 
great deal of planning and studying is 
needed. This is a complicated process, 
one that requires extreme exactness and 
care. 

For example, consider the simple olive 
that we assume will be included in the 
relish tray on our dining room table. Be- 
cause it is impossible for growers in the 
American Southwest to produce enough 
olives to supply the demand. you will 
find on many jars the words “Imported 
and packed by (name of a company in 
the United States).” 

Well, you say, that’s nothing. All that 
was needed to get the olives to the pack- 
er’s plant was an order to buy the olives 
in a foreign country. But if this were the 
only step taken, the olive would never 
arrive at the dinner table. Such a simple 
procedure is next to impossible in our 
international commercial atmosphere. 

First of all, a huge quantity of selling 
is required before a ship can pick up a 
full cargo—olives included. A company 
is fortunate if it has an employee who 
can write in the mother tongue of the 
buyer or seller in a foreign country. 
When a communication is prepared in 
another language, it must be done with 
extreme care. In nine out of ten cases. 
the secretary is not fluent in the second 


HME WOR 1_.iI> 


BY JOAN HANDAL 


language, so she needs to double check 
her work, not just word by word but 
character by character. 

Once interest has been shown by the 
two parties (buyer and seller) in the 
purchase of goods, final arrangements as 
to price and shipment are usually made 
by cablegram. It is expected that the 
seller will give a price and that the buyer 
will reply with a counter offer 





one 
lower than that quoted by the seller. Be- 
tween these two points a number of ca- 
bles are exchanged, each listing a new 
offer. A final price is eventually reached, 
based on conditions in the market at a 
particular time and the negotiating abili- 
ties and business acumen of the traders. 

Since cables are costly, coding systems 
have been devised for common groupings 
of words. Suppose the buyer wished to 
send a cable saying: “Send samples and 
complete information 334 (Style 334, 
boy’s white tee shirt) 338 (Style 338, 
men’s white tee shirt).” To prepare the 
cablegram,,the secretary would need to 
refer to one of the international code 
books. There she would find, for exam- 
ple, that for the phrase “Send samples 
and complete information” the code let- 
ters are NAOVP; for the phrase “334 (Style 
334, boy’s white tee shirt)” the code 
letters are HUzYvV; for the phrase “338 
(Style 338, men’s white tee shirt)” the 
code letters are HYAED. So, for the above 
cablegram, the (Continued on page 60) 
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@ Does your desktop consistently re- 
semble a Jackson Pollack painting? And, 
you admit ruefully. the interior of your 
work station isn’t much better? This 
may be the source of that hazy weariness 
that descends upon you in midafternoon. 
making you yearn for a nap instead of 
a coffee break. 

It’s been said that order is the greatest 
grace. And certainly we have an es- 
tablished guide to go by—the universe's 
first law is order. So, how to resolve your 
problem and dispense with the clutter 
persistently invading your desk? Try 
applving a little of that “grace” to your 
work habits, and notice how much fatigue 
is consequently removed. 

There are hundreds of items to turn 
your desk into disarray—pencils, paper 
clips, papers in every size and form, 
hooks, personal items and file folders, to 
name just a few. An efficient secretary 
(you) knows that she can accomplish so 
much more if her desk and work area are 
effectively arranged. 

First thing to remember is to keep 
nearest you, in an area convenient to 
both hands, items that are used most 
often. There—already a design is be- 
ginning to be shaped. 

The next principle is to try to keep 
a clear working area directly in front 
of you. Throughout the day you'll have 
a lot of incoming and outgoing mail, re- 
ports, memos and phone messages travel- 
ing and retraveling across your work 
surface. Aside from your regular duties 
that channel themselves into certain 
times (mail at 9, dictation at 10, etc.). 
much of your work will be unexpected 
and unpredictable. Have a ready place 
for all of it to avoid having to toss 
everything somewhere at random. 

And, as soon as you have finished 
a job, return, destroy or remove the 
papers and books that went with it. If 
you re an organized secretary, your desk 
will never look crowded. You see, your 


secret lies in the organization of your 
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daily activities—thus simplifying them. 

\s a further contribution to your neat- 
ness campaign. make good use of such 
secretarial aids as folders (some come 
complete with multiple compartments), 
“in and out” trays. a work organizer 
that you can place to one side of your 
desk (it has sections that you can label 
and in which you can store magazines 
and current work material). And don't 
forget your most loyal friend. the file 
cabinet. File papers in it as soon as they 
have served their purpose. 

Always have a message pad next to the 
telephone. You might keep a scratch pad 
on top of it to take down in shorthand 
the message in entirety while the caller 
is speaking, then transfer the condensed 
version to the message pad for delivering. 
Keep a supply of both pads in a desk 
drawer. 

Keep every working material inside 
your desk drawers except when it is 
actually in use. Know what each drawer 
holds and in what position supplies are 
located. Paper. envelopes, pencils. clips. 
etc., should be so arranged in the drawers 
that they are visible and can be removed 
without disturbing other supplies. 

Every secretary s job needs are difler- 
ent, and the contents of your desk should 
be arranged to meet your particular ones. 
The average desk will have a center 
drawer and three larger drawers in a 
right or left pedestal. 

Logically, the center drawer will con- 
tain smaller items—supplies most fre- 
quently used, such as rubber bands, pen- 
cils, paper clips. stamps, erasers, a ruler 
and letter opener, scissors, rubber stamps. 
type cleaner. Most center drawers are 
equipped with compartments so you can 
conveniently divide your supplies to suit 
your needs. 

One of the drawers in the pedestal 
will house your letterheads. second 
sheets, onionskin, carbons, memo paper 
for interoffice communications. Arrange 


your stationery in order for use in as- 





sembling a carbon pack. Envelopes 
should be stacked with the flap side 
facing you. but with the bottom edge 
upward so that the envelope may be in- 
serted in the typewriler without wasting 
time. You may also find room in this 
drawer for ink, glue. correction fluid. ete. 

Another of the drawers usually has 
provision for keeping those papers or 
supplies most often referred to by you 
or your boss. Typical of these are inter- 
office envelopes. rolls of labels and refer- 
ences peculiar to your job (such as a 
file box of address cards). 

The bottom drawer is the one that 
needs the closest guarding—it is inclined 
to turn into a repository for junk. You ll 
find it oh-so-easy to pull open the drawer, 
catelessly deposit an article and quickly 
close it. Be careful. Reserve half of it 
for your persenal items—hand lotion, an 
extra pair of gloves, a dustcloth, a shoe 
brush, aspirins—and keep it tidy. If the 
desk is deep enough, there may be room 
in the other half for vertical files on 
current material or reference books that 
you don't have room for on the top of the 
desk. 

lf you really want to go “all out.” 
try adding harmony to your desktop by 
fitting it with matched accessories—the 
color and utility value of them will do 
a lot for both the desk and its occupant. 

\fter you've completely housecleaned 
your quarters, try them out for a month 
or so to lest your standardized arrange- 
ments. Can you find what you need when 
you want it? Make your desk a pleasant 
place to live as well as to work. and 
your day at the office will be easier and 
more interesting. And everybody. espe- 
cially your boss and yourself, will appre- 


ciate your five-o’clock freshness. 


Don’t forget to send your suggestions 
for office problems you’d like sim- 
plified! Anything you find “harrying” 
on the job, write us in care of this 
column. 
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Answer to a working girl’s 
needs—a blouson sheath 
that goes happily from desk 
to date. Fine wool plaid com- 


bines purple, green, red, 
mauve and blue; calf belt 
picks up the deep purple tone. , 
$17.98. Topper: a velour bub- 7 
ble toque. Photo by The Wook 
Bureau. 



































































































lashion 


investment —the 


right coat 


(Coats pictured left to right) 


Right for city wear—a coat in 
crunchy wool boucle. Note the 
lowered waistline, the shaping 
through the midriff, the scarf 
collar. The color: off-white. 
The manufacturer:  Briar- 
brook. $89.95. Added niceties 

the fur felt toque, the calf 
bag. Photo by The Wool Bu- 
reau. 


Right for rain—a velveteen 
topcoat that looks well day or 
night. Gently flaring skirt and 
sleeves, tiny collar, covered 
buttons, matching cone-shaped 
hat. Colors: beige, red, green, 
blue, black. Sizes 6-16. $89.95. 
From Lawrence of London. 


Right for casual living—a coat 
that’s literally two in one. 
Here the model underlies a 
dark green wool coat with one 
in plaided yellow. Double coat 
can be reversed; either half 
can be worn separately. Coats 
are unlined, tailored exactly 
alike, have clever button ar- 
rangement. This new, new 
idea by Claire Smith Golden 
of County Calicos. Double 
coat, $35.50. Searf, $3.75. 





Right for warmth—a wonder- 
ful wool coat from the Neth- 
erlands. Three-quarter length 
with a low waistline marked 
by stitching, a cardigan neck- 
line and wide sleeves. $69.98. 
Photo by The Wool Bureau. 
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@ Standing up to any figure defects is one sure way of 
concealing or eliminating them—if you stand correctly. 
The same is true of sitting. walking or any other body 
action. With posture that is less than perfect in any of 
these positions, figure defects are exaggerated because 
your bone structure is not properly aligned, Your weight, 
meant to find an even distribution on the bony frame and 
the muscles nature gave you. falls instead on all the wrong 
places. Bones tilt to one side and unused muscles sag 
until, despite your official poundage, you seem plump. 
Carried to an extreme, your outward appearance is that 
of a human hoop as chin meets stomach and chest gets 
lost somewhere in between. 

Not a pretty picture, is it? And, what with slumping, 
sloping and bulging, you yourself won’t be too pretty 
either. But it’s a picture that can be corrected, and with- 
out too much exertion. In fact, you can fix your figure 
while you divide your time between the boss and the 
typewriter. Here’s how 

The first step is, of course, to get those bones of yours 
back where they belong—a step that can also reduce un- 
necessary fatigue. To do this, you have only to find a 
convenient wall (whether at home or in the office) and 
back up to it. Your shoulders should be down and flat, 
chin at right angles to your neck, legs and back straight, 
abdomen and buttocks tight. Once you’ve pressed yourself 
into this position, simply walk away from the wall—and 
stay that way. If you re the forgetful type, remember to 
keep your rib cage in the correct position and your head 
high. The rest of you will follow. 

When sitting (and your office posture chair will help 
here), keep your back straight but slightly away from 
the chair, your feet on the floor and parallel, with some 
weight on the balls of the feet. Your abdomen and but- 
tocks again should be held in, since flexing them this way 
also firms them—right back into position for a slimmer 
look. 

If you’re an unorthodox typist who likes to swivel to 
one side and bang away, knees crossed, resist the urge. 
Continual pressure from knee crossing can cause hollows 
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on the inside of the thighs in the same way that water will 
eventually wear away the stoutest of stones. And con- 
stantly slumping to one side could result in a spinal curve 
known to the medical profession as scoliosis, Slipping 
down on the end of your spine is also taboo, since this can 
produce backaches as well as bad posture. 

To avoid such gymnastics, check your office chair for 
comfort, size and correct height from the floor. 

As for specific exercises 

Filing offers opportunities far beyond the usual weekly 
wage. While delving into the topmost drawers, for exam- 
ple, you can raise and lower yourself on your toes—a daily 
routine that strengthens the instep, slims the ankles and 
reduces calf muscles to their proper proportions, Deep- 
knee bends will take you down to the drawers near the 
floor while slimming or building up thigh muscles (exer- 
cises like these, which apply to special sections of the 
body, seem to add or subtract as necessary). To do a 
deep-knee bend, simply lower your body, back straight, 
knees bent until you are balanced on your toes—with heels 
off the floor. If it’s difficult to balance, hang on to the 
filing cabinet until you can do it alone. 

Whittling the waistline fits right in with the boss’ cor- 
respondence. Place carbons at one edge of the desk, pa- 
pers for the originals at the opposite edge. Next, turn 
completely from one side to the other without moving 
your chair or your lower body while you gather material 
for each letter. You must, however, really turn your whole 
upper body as far as it can go. No cheating by merely 
stretching your arms, please. 

Muscles at your waistline can be strengthened — and 
your waist slimmed by keeping your back straight 
while you bend over sideways, first to the left and then to 
the right. Still another trick beneficial to both waistline 
and back is accomplished by bending over, with legs 
straight, until your hands almost touch the floor. Rise to 
a standing position, using the long muscles of your back 
to lift. Added touch: scatter a few pencils on the floor. 
then pick them up—preferably one by one. 

To do away with a double chin, divide your work as 
vou did in the waistline exercise above. Remember to lift 
your head with the muscles in the back of your neck and 
keep the entire body immovable, except for the area above 
your collarbone, Lower your head, turn to the papers on 
your right and then raise your head toward the ceiling 
until the neck muscles feel stretched. Look to the left, 
then bring your head back to a lowered and forward 
position. To strengthen the side muscles of the neck, try a 
simple bend sideways—first to the right and then to the 
left. Whatever your direction, avoid straining too hard. 

Circular motions can also slim ankles, wrists and fore- 
arms. Hidden by your desk, for example, you can easily 
slip off those high heels and hold your legs up almost 
parallel to the floor. Next, trace circles in the air with 
your feet. first in one direction and then in the other. 
Try one leg at a time or both together if you prefer. In 
the same way, possibly while fiddling with a pencil, you 
can make circles with wrists and forearms. 
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If no one is looking or if you have an office of your 
own, you might carry the circle routine to your upper 
arms, toning the muscles there, Extend your arms to the 
sides at shoulder level, then rotate them forward and 
backward—using the upper arm muscles. 

Your fingers probably get enough exercise from wan- 
dering across your typewriter all day, every day—but foot 
muscles and toes need attention, too. To give it to them, 
just use your stocking feet to roll a pencil about on the 
floor beneath your desk, your toes to try and pick it up. 
Next, lift your feet from the floor while you stretch the 
toes to ease cramps and eliminate tensions. Hold the posi- 
tion a minute and then rest your feet, with toes flat on the 
floor. Whenever possible, too, use the muscles along your 
instep. While standing, for example, you can rock back 
on your heels and raise your toes from the floor with 
these muscles. 

The goose step may seem out of place in an office, but 
it’s one way to insure trim thighs. Walk — to the filing 
cabinet, the supply cabinet, the water cooler — with back 
straight and head up. As you go, lift each leg in a straight 
diagonal line from the floor, using thigh muscles to push 
it out and up in a movement like a kick. To carry you and 
your exercise a step further, stand straight with one hand 
on a chair back for balance and swing first the right leg, 
then the left forward and back like a pendulum, still 
using the goose step technique. Straight-legging out to the 
side at right angles to your body is another variation, and 
one that will help your hipline. This and the pendulum 
swing, however, are best performed in the privacy of 
your office or the cloakroom closet. 

When the coffee break comes along, try some stretch- 
ing. It isn’t really polite by most standards of etiquette, 
but you can probably manage it without causing too much 
of a stir, Sitting at your desk, clasp your palms together 
and extend your arms out over the desk at shoulder level 
until the muscles pull tight. While doing this, incidental- 
ly. give a yawn or two for the sake of appearances, Then, 
if possible, finish by pushing your arms—still near shoul- 
der level, but with palms turned out—around to the sides 
and as far back as you can. All of this should resemble 
a swimming breast stroke, without the water. 

Stretching upward in any shape or form is another 
good exercise, since it raises and firms the pectoral 
muscles. It is mostly easily done by avoiding chairs, lad- 
ders and other such aids and simply reaching for the top 
shelves of cabinets or closets. 

The abdomen is probably easiest of all, since slimming 
techniques can be managed standing, sitting or walking. 
The method? Just pull the abdomen in, contracting and 
flexing the muscles until they tighten up and gain strength 
enough to pull themselves back where they belong. Linked 
with this is a deep-breathing exercise using the dia- 
phragm, not your shoulders. Place your hands on your 
sides, just above the waistline and over the lower ribs. 
\s the air goes in, so should your abdomen—while the 
lower chest muscles expand sideways. When you exhale. 
the muscles contract again. Such (Continued on page 59) 
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How fast can you read shorthand? You n probably speed thr patie this page, which is based on Chapters One thr a. of the Gregg Short- 
hand Manual ‘Si impli fied. This mate a he ounted in groups - twe “standard” ae each, so that y can estimate reading speed. 
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ENCORE 


PLAN &2™™ 
YOUR WAY T 


VW ol LD YOU BE INTERESTED in 

an offer to become a secretary to 

® a writer 

¢ a doctor 

© a bank officer 

© a lawyer 

* an executive in charge of some 
phase of a manufacturing or business or- 
ganization? 

If so. what are you doing about it? 

In addition to the basic training that 
you may be receiving as a student in 
school or as a beginner in an office, you 
should create an interest-holding pro- 
gram of study and practice for yourself 
that will keep you always at the task of 
learning more about business procedures 
and new office techniques. 

The student of secretarial training 
must by all means strive to meet the 
minimum standards of a business office. 
These standards differ widely, but you 
can be sure that the job you will eventu- 
ally want to hold will require your best 
effort to fulfill. Do not. therefore, be 
content to write shorthand at 80 to 100 
words a minute, to transcribe letters at 
10 to 15 words a minute, or to type man- 
uscripts at 30 to 40 words. Your speed 
potentials in both shorthand and typing 
are much greater! You probably can 
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write 120 to 140 words a minute in short- 
hand right now on timed practice copy 
of 3 to 5 minutes. even though you have 
not yet finished the Manual. It is being 
done. You can do it, too. 


THE SAME HOLDS TRUE IN TYPING. I have 
watche! a group of young typists. with 
speeds ranging from 45 to 55 words a 
minute, practice the 10-minute Compe- 
tent Typist Test and in a very short time 
increase their speeds to 60 to 80 words. 
They devote only 10 minutes of their 
lunch hour to the test practice each week 
for a month. If you set a goal for your 
accomplishment. you can reach it through 
systematic practice. Determine what your 
speed in typing is. Take the Competent 
Typist Test today—now if possible! 

If. after practice, you can type 60 
words a minute on the material of the 
(Competent Typist Test. you will find that 
vour speed on unfamiliar matter or your 
daily typing assignments has increased. 
too. 

The Competent Typist Test is carefully 
graded to give you a good workout in 
typing. Use it each month for practice to 
increase your typing speed. Begin your 
practice by breaking the test up in seg- 
ments of one or two paragraphs. Strive 


) PROFITS 


to increase your typing speed at least 10 
words a minute on each segment. Then 
take the 10-minute test as a whole. It is 
this kind of practice program that offers 
a challenge to you to improve your po- 
tential. You will find that bettering your 
own previous speed record can be ex- 
tremely interesting and fascinating. You 
will really enjoy the practice. I wish that 
vou would try it this month. 

This department offers an attractive 
array of certificates and pins testifying 
to your accomplishment in both short- 
hand and typing. and in bookkeeping. 
transcription and filing as well. The 
beautiful Achievement Record Album of 
lovely maroon fabricoid, gold-tooled and 
containing five plastic pockets for 10 of 
the artistic certificates. makes a hand- 
some treasure to keep always. 

Your typing program should include 
taking the OAT Tests for the member- 
ship certificates in the Order of Artistic 
Typists. too. You will be proud to count 
vourself a member of the largest organi- 
zation of typists in the world. The tests 
are simple in construction but designed 
to test specific skills. Take the tests, and 
see if you can qualify for either the 


Junior or Senior Membership this month. 


To be eligible to take the Senior O A T 
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Test, you should have a typing speed of 
less than 40 words a minute, al- 
though the test need not be typed at 
that speed. This is because other ele- 
ments of expert typing skill, 


not 


such as 
spacing and arrangement, are involved. 


IF YOU ARE A STUDENT, ask your teacher 


skill 


your secretarial studies. 


transcription as you progress in 
If you are an 
office typist or stenographer interested in 
advancement or promotion and you wish 
to take the tests mentioned above, as 
well as the tests appearing in this mag- 
azine, write a letter to us asking for 


details, and give us the name of your 


high school, you'll have fun earning the 
awards offered here. And, at the same 
time, you will be increasing your voca- 
tional skills. 

There is adventure in learning and in 
striving to improve oneself. It is inter- 
esting and exciting to tackle the monthly 
skill-building projects offered by this 








about the certificates and pins that you office supervisor or manager. Whether 
may earn for shorthand theory, short- you are a young secretary, seeking to 
hand speed, filing, bookkeeping and improve your position, or a student in 


OGA 


JUNIOR 


(Order of Gregg Artists) 


This material is “loaded” with 

easy joinings and with fluent blends. 
Practice this test as many times 

as you like, trying to get a 

light, smooth, fluent copy that shows 
your best shorthand penmanship. 


You may copy line for line or 

in narrower columns; you may use 
either blank or ruled paper. Shorthand 
notebook paper is fine. 

Your writing may earn you a 

Junior OGA certificate or pin. 


OGA 


SENIOR 


This material includes just about 
every possible shorthand joining—it 
is a real test of your ability to 

write anybody-can-read-it 

Gregg shorthand notes. 


Emphasize good proportions, a uniform 
slant and very smooth joinings. 

If you can qualify by penning a 

good copy of this material, 

you will get the 

Senior OGA certificate or pin, 

thereby becoming 

a full-fledged member of 

the Order of Gregg Artists. 
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And there will be extra 


profits in your pocket when the job is 
finished. Try it and see. 
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A SALESMAN’S SECRET 


[ stood in a railroad station chatting with a friend who 
is a veteran salesman. His livelihood depends on his knowl- 
edge of people. “Notice the men who are carrying the home- 
town journal. They are better read and they look successful.” 

I saw that the salesman was right and decided to subscribe 
myself. | have been reading the financial section of our 
paper ever since. It tells me things to do to get ahead, to 
save money, to enlarge my income, to cut taxes. 

This story is typical. Because the reports in the financial 
section of a newspaper come to you daily, you get quick 
warning of any new trend that may affect your income. The 
newspaper is a wonderful aid to salaried men. It is valuable 
to owners of small business concerns. It can also be of price- 


less benefit to ambitious young men and women. 


DONALD C. GREY, seen upeeaniee 1 . 
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101 Blenk Plates Used for 
Binder Corrections @ aed $ 49 
353 mbossing Plat 2 4.85 M | 
353 New Name et -Ol 1/4 ea. 4.41 
53 roo Min. Ch. . 50 
358 Filed re a 700 1/2 ea. 1.77 
236 Kills 2 .Ol ea. 256 
/27 
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12146 inder Proof @ .50 M 6.07 
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9162 Wrappers Addressed @ 1.50 M 13.74 
1894 Expire €srds Addressed 2 1.50 M 84 
a 9 Hrs. Combining Expires @ ..75 Hr. 6.75 
(Lr 106 lbs. Wrapper Stock 2 €.15 lb. 15.75 
17 lbs. Proof Paper @%&.22 lb. 1.94 
C Anote 87.58 
a > — 
Plus 30% Labor Charge 20.435 
™ Petel $108.01 
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JUNIOR 


(Order of Artistic Typists) 


Type this article on a full sheet 

of plain white paper and set it up 

as attractively as you can. Retype it 
as often as you wish and then submit 
your best copy for an award. 


Your entry will be judged for 

good placement, accuracy—no 
strikeovers or typographical errors, 
neatness (type clear and clean) and 
correct spelling and punctuation. 
Also—no erasures. 


To Get Your Award 


Mail your work to the Gregg 
ment (16th Floor, 330 West 42 Street, New 
York 36, New York), accompanied by the 
correct fee: 15 cents for each certificate; 50 
cents for each OGA, OAT or 50-word CT 
pin; 75 cents for each higher-speed CT award. 


» Awards Depart 


® Be sure your name and address appear on 
your paper. ® Any group of papers submitted 
should be accompanied by a typed list of 
names, designating the award desired by each 
candidate. ® Test applications received with- 
out fees are held thirty days only. © Each 
Competent Typist Test must be certified by 
the timer. The certification should read as 
follows: “I hereby certify that I timed this 
test for exactly ten minutes and that it 
was written in accordance with the rules.” 
© November copy is good as membership 
tests for OAT, CT (page 40) and OGA 
awards until December 25, 1961. 


O00 
SENIOR 


Using a sheet of plain white paper, 
type a corrected copy of the 
statement alongside. Also put your 
imagination to work to make it 

look as interesting as possible. 


When you have typed your best copy, 
send it to us for an award. 
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NOVEMBER 
competent typist lest 


(THIS COPY SHOULD BE DOUBLE SPACED.) WORDS 


Few happenings can match in excite- 
ment, color and just plain violent feel- 
ing the Presidential elections in this 
country. Such elections are, of course, 
important to the nation as a whole, but 
they also provide the ordinary citizen 
with some wonderful opportunities for 
self-expression. 

Election time is a time when the 
ordinary citizen can argue without de- 
stroying friendships or ruining domes- 
tic happiness, for the subject of his 
arguments is impersonal. While the 
Presidential candidates speak to the 
country on vital international and do- 
mestic problems, the amateur expresses 
his opinions on such subjects. All over 
the nation he does it—dinner guests 
argue over steaks, bus passengers argue 
on their journey with anyone who 
makes the mistake of expressing a mild 
interest in either candidate. All are 
united in an agreement to ignore the 
usual proprieties and have a good time. 

The conversation turns to a number 
of issues: the question of international 
aid, peaceful expansion of our way of 
life, the development of underprivi- 
leged nations, Federal aid to education, 
space flights and many other topics. 

As election day comes closer, such 
arguments gain in pace and violence. 
This is true with the ordinary citizen 
and with the nominees, who are strug- 
gling for election to the most powerful 
place in this nation. But the ordinary 
citizen, while he is concerned with 
the results of the election, can still 
express violent opinions without worry- 
ing about how they will be accepted. 
His statements are not subject to tele- 
vision and newspaper criticism. He does 


7 
15 
22 
31 
39 
46 
o4 
58 
64 
72 
79 


315 





To compute speed, note the number indicated at the end of the last line 
you copied completely and add 1 for each additional 5 strokes typed. To 
get the gross speed, divide total by number of minutes; or, to get net 
speed, subtract 10 for each error before dividing by number of minutes. 


More than five errors disqualifies a Competent Typist Test for an award. 


WORDS 


not have to travel thousands of miles, 
speaking endlessly, answering ques- 
tions on any subject. He can speak 
without thousands turning from him 
because of a casual remark that his 
listeners may not like. 

For this citizen it is a time of friend- 
ly arguing, but for the nominees it is a 
time of trial. It is a time when their 
political futures depend on impressions 
and promises, on personalities and on 
a picture of happiness in their family 
life. Exhaustion and doubts may trou- 
ble them, still they must continue— 
making endless appearances, making 
that last television interview, which 
could result in the hoped-for election. 
The ordinary citizen may win money 
on the outcome of this election, but for 
the nominees the event is too serious 
for betting. What they hope to gain is 
far more valuable than riches. 

When at last the speaking is finished 
and promises have been given, the 
nation finally elects a President. Stand- 
ing quietly, the voters walk into the 
balloting place to give their decision. 

Still remaining are hours of waiting 
while all the votes are tallied. News 
programs on radio report any progress, 
while giant boards on the television 
screen also announce the number of 
votes received by the candidates, and 
an audience composed of the entire 
nation hopes and waits. All the heated 
arguments are forgotten, seeming child- 
ish and unimportant on such an occa- 
sion. Just one burning question holds 
any interest—who will be the next 
President? Finally the votes are in and 
the results are announced. 


323 
329 
337 
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539 
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576 
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591 
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(If necessary, repeat from the beginning to complete a ten-minute test.) 
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RANSCRIPTION 
CORNER 


reader, woul find wistakes she made in grammar, spell 


ing and punctuation, Then turn to page 56. 


Check the letters below to see if you can find all the 
mistakes our secretary made. If yowre a careful proof- 








Dear Mr. Barnes: 0 
We appreciate you thinking of Cummings, 
Inc. when you decided to replace the 
secretariel desks now in your office, 
with desks of more modern styling. In 
the past we have been happy to help you 
equipp your offices with typewriters and 
other machines. We do not, however, 
carry any line of desks--we only deal 

in the "machines" area of business 
equipment. 


Since you expressed the desire to obtain 

the desks from a co. in the nearby area, 

we suggest that you. visit Donellen's, 

at 522 Church St., New Town. They have 
fine selection of secretarial desks. 

We feel sure you will be satisfied with 

their service. 


When you are again in need off typewri- 
ters, adding machines or similar items, 
we hope we can have the pleasure of 
serving you. 


Cordially yours; 














Dear Mr. James: 2) 


I read the account of your "Science 
Today” exibit and demonstration given 
at the Anniversary dinner of the Hull- 
Beck Company with interest. s tea- 
cher of science at Milton High School 

i sponser of the school's science 
should like to have you present 

stration at one of the club 


Q 

oe 
cc 

tH 


The meetings are held on the third Mond- 
ay of every month off the school year. 
Our schedule of programms for next years’ 
meetings have not yet been set up. Any 
Monday, therefore, that is convenient 

for you and your team will be convenient 
for us. We hope that you will be able 

to fit us into what we know must be a 
busy year for you. We look forward to 
hearing from you. 


Cordially yours; 
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Gossary AND [/ocasutary 


A PARIS THANKSGIVING--page 38 
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' PRONOUNCEMENT (meaning): A declaration, a formal 


announcement, 


2FAR-FLUNG (spelling): This is hyphenated because it is 
a compound adjective coming before the noun. 


SINCOMPREHENSIBLE (meaning): Not capable of being 
understood. 


4RIGHT BANK (meaning): The area of Paris that lies on the 
right-hand side of the River Seine (as me faces the 
direction of the flow of the current of the Seine). 
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Graphic Arts 


against the grain — Applied to paper folding when 


made at right angles to the grain of the paper. 


a fold is 


cirbrush — A pencil-like apparatus for spraying liquid colors 
by means of compressed air. Used for retouching photo- 
graphs, as well as for producing original art work. 


ompersand — The name for the character ‘‘&.’’ 





antique — Paper that has a natural rough finish. 


part of a small or lower-case letter that ex- 


and ‘‘d.”” 


ascender = T'h¢ 





tends above the body of the letter, as in ‘‘h’’ 
author's alterations (abbreviated A.A.'s) = Corrections on 
proofs that are not caused by any printer’s vrror. 


backbone — The bo 


ind edge of a book. 
bearers — In photoengraving, the dead metal left on a plate, 
to protect the printing surface during electrotypine. In com- 


position, the bearers are the 





ugs that are 





type-high sl 


locked up around a form for protection when sending it to 


the foundry 


Ben Day - A method of 


ther textures) on line 


lines and 
plates to obtain various tones and 


laying a screen (dots 
shadings of color 


binder’s board — A paper board usually 
and used for the covers 


covered with cloth 
of books. 
bleed — An illustration that extends to one or more edges of 
a printed page 


block — The wood or 


is mounted 


netal base on which a printing plate 


blowup -— An 
for display purposes 


enlargement of an advertisement 


or message 


blueprint = A photo print made from the lithographer’s nega- 


tive and used as a final checking proof 


boldface (abbreviated b.f.) —- A heavy tvpe in contrast to a 
htf Used for emphasis in body 


subheadings, etc 


lightface type. also for 


tvpe 


captions 


broadside — \ single 
usually opening 


sheet 


of paper with at least two folds, 
up to a large, smashing type of advertise- 


ment or announcement. Economical because no binding is 


required. 


bronze powder while still wet to obtain the effect of metal- 


bronzing = Printing with a sizing ink and then applying a 
lic inks. 

bulk — The degree of thickness of paper. 

bundling — The tying up of signatures of a book. 


burnishing - The corrective treatment of a printing plate 
with a burnisher to darken local areas by spreading the 
printing surface of lines and dots. 

burr = The metal turned up above the printing surface by the 
routing machine 


cops and small caps (abbreviated ¢.&s.¢.) — Two sizes of 
capitals made on one size of type face, cor 





only used in 
most forms of roman letters. 


caption — The text describing an illustration and placed ad- 
jacent to it 


caret — A proofreader’s 


is to be 


_— Sad on hat an insert: 
nark ~ to indicate that an insertion 


made 


center spread — The two center pages of a magazine or 
booklet. 


chase = The steel frame in which pages of type are ‘‘locked 


up”? for placing on the printing press or for making dupli- 
cate plates. 
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TERMS IN GREGG SHORTHAND 


COMPILED FOR TODAY'S SECRETARY BY 
THOMAS PRINTING & PUBLISHING CO. 


color filter - A sheet of colored gelatin, glass or plastic 
used on lenses to absorb (filter) certain colors for better 
rendition of others while photographing subjects or originals. 


color proof — A proof of the combined and registered plates 


printed in the proper colors. 


color transparency = A full-color positive image on a trans- 
parent support and rendered in natural colors. 


combination plate — Halftone and line work combined on one 
plate and etched for both halftone and line depth. 


composition — The setting up of type by either machine or 
hand. Proofs are usually submitted in galley form to be 


read for corrections. 
condensed type — Narrower and more compact type faces. 


curved plate = In letterpress printing, a metal plate that is 
backed up and curved to fit a rotary press. 


cut — An old term for photoengravings; properly applied only 
to wood engravings and other surfaces manually engraved. 


cut-outs — Printed pieces cut into irregular shapes by steel 
lies. 


deep-etch offset plate — A plate in which the greasy areas 
that carry the ink and print are etched slightly beneath the 
surrounding surface and thus protected from wear. 


descenders = The part of a small or lower-case letter that 
extends below the body of a letter, as in ‘‘p’’ and ‘‘q.’’ 


direct mail advertising = Any advertising that uses the mail 
for its distribution. 


displays = A generic term for all point-of-purchase printed 
advertising, although often used only for 3-dimensional 
pieces such as die-cut easels for windows and counters. 


dodger — A circular. 


drop-out halftone = An engraving that has no halftone screen 
dots in the highlight areas. 


dummy = A page-by-page layout for a pamphlet, magazine or 
book. 


duotone — The process of reproducing a black-and-white 
photograph in two colors for added depth and beauty. 


electrotype (also called electro) - A metal duplicate of a 
page of type and/or cuts. 


em = The portion of a line occupied by the letter m; used 


as a standard of measurement. 


embossing — Producing raised letters or designs on paper 
or other material by means of dies. 


en = One-holf the width of an em. 

enamel — Coated paper with a highly polished surface. 

English finish (abbreviated E.F.) — A machine-made paper 
that has been calendered to a smooth finish. Used largely 


in book work. 


engrovitig — A general term applied to any printing plate that 
has been produced by an etching process. 


felt side = The correct side of the paper for printing; the top 
side of the sheet when manufacturing. 


finished ort = This includes illustrations, hand lettering, 
charts, color blocks, etc., ready to be made into plates. 


flat-bed press — A press in which the printing surface of the 
type and cuts is flat. 


flush blocking - Trimming a plate and its block so that the 
printing surface is flush with the edge of the block. 
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folio = (1) A page number. (2) A sheet of paper that has 
been folded once. (3) A large book, about 12 by 15 inches. 


font — The complete assortment of all the different char- 
acters of a particular size and style of type. 


form — The assemblage of type pages or cuts that are to be 
printed on one side of one piece of paper. 


format = The size, style, shape, printing requirements, etc., 
of any magazine, catalog, book or printed piece. 


foundry proofs — The final proofs before sending a form to 
the electrotyper; are easily recognized by the broad black 
bands like bands of mourning around each page of type. 


four-color process — An extension of three-color reproduc- 
tion, in which a fourth or “‘black’’ plate is used in con- 
junction with those for the primary colors. 


furniture —- Pieces of wood or metal used to fill out the 
blank spaces in a form for lockup purposes. 


fuzz — Loose fibers or lint appearing on the paper surface. 


galley — A shallow tray of brass, steel or aluminum used by 
compositors to hold type. 


galley proof — Any proof taken of type matter while it is 
still on a galley, before it has been made up into pages. 


gravure — A method of printing using the intaglio principle, 
i. e., printing from an image that is etched below the sur- 
face of the plate 


green copy — One of the first copies of a job to come off 
the press. 


gutter — The inside margin where facing pages join. 


halftone — A photoengraving in relief, usually etched on 
copper for fine work and zinc for coarse newspaper work, 
the negative for which has been made by photographing the 
copy through a halftone screen. Also means the printed 
impression made from such a plate. 


highlight - The lightest or whitest parts in a picture, rep- 
resented in an engraved plate by the finest dots or by the 
absence of all dots or lines. 


insert — A special printed page or signature to bind into 
a publication 


italic —- Designating type in which the letters slope up to- 
ward the right. 


lacquering — The coating applied to a surface of a finished 
printed job to protect it as well as to improve its appear- 
ance 


layout - This is the ‘“‘blueprint’’ — an artist’s conception of 
the finished job. Layouts are usually prepared on trans- 
parent paper with pastels or pencil, then mounted on opaque 
sheets. 


leaders — A row of dots or dashes on a type base, commonly 
used in programs and reports 


letter spacing — The placing of space between each letter 
of a word. 


letterpress — The most common form of printing. Works onthe 
relief principle, whereby raised surfaces are inked and 
then pressed against the paper 


iw 
ae eg 


lightface (abbreviated |.f.) — A type that has light, thin 4 én» 


lines, 


Linotype - A typesetting machine that casts each line as 


a solid metal ‘‘line of type 


lockup — In letterpress printing, to position a form in a 
chase for printing, then secure it, using quoins 


machine-coated paper — An inexpensive grade of coated 
paper. 


machine-finish paper — An uncoated paper that has been 
calendered until it is smoother than an antique, not so 
glossy as a supercalendered paper and not quite so smoot! 
as an English finish paper. 


magnesium plate = A halftone or line plate made of magne- 


sium, which is light in weight, strong and adaptable to 
high-speed etching. 
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make-ready — The process of adjusting the type and cuts 
on a printing press to give a perfect impression. 


make up = The assembling of type and plates into com- 
plete pages. 


mats = An abbreviation for matrices (molds) of papier- 
mache. 


Monotype — A machine for setting type. Unlike the Lino- 
type, the Monotype produces single type characters, not 
solid lines of type. Corrections can thus be made by hand, 
without setting a whole new line. 


mortise — To make a hole or notch in a printing plate to 
insert type. 


nonpareil — A unit of measure equal to one-half of a pica or 
Six points. 


offset — A common method of printing. Its name comes from 
the fact that the inked surface of the plate does not print 
directly on the paper — instead it prints on arubber cylin- 
der, and from the rubber cylinder the image is offset onto 
the paper. The term is also used when the ink of a freshly 
printed sheet rubs off or marks the sheet above. 


photocomposition — A method of setting type photographically. 


pi (also spelled pie) — Type that has been mixed up and is 
in an unusable condition. Occasionally a printer will pi a 
complete form while lifting it onto the press. 


pica — The standard for measuring type — approximately 
1/6 of an inch. 


press proof — A finished proof taken on the press in one or 
more colors — after proper make-ready. 


process plates — Color plates,two or more, used in combina- 
tion with each other to produce other colors and shades. 
Usually involves the use of the four colors: yellow, red, 
blue and black. 


progressive proofs — For color-process printing, the en- 
graver prepares a set of proofs showing each color plate 
separately and then in combination, proofed in the proper 
color rotation on the paper and inks specified by the 
printer. These proofs are a necessary guide for the printer. 


quoins — Wedges used to lock up a form of type in a chase 
ready for printing. 


reproduction proofs = In composition, the proofing up of a 
type form for photographic purposes. 


run-around = Type that is set tofit around an illustration. 


saddle stitching — Wire staples driven through the back fold 
of a booklet or magazine and clinched in the middle. With 
this method of stitching, the printed material will open 
out flat. 


sans-serif — A type face with no serifs. 


serif — The short cross-line or tick at the ends ofthe stroke 
of a letter. 


side-wire stitching — Wire staples driven through the side 
of a book or a number of sighatures. Pages will not open 


flat. 


silhouette — A halftone from which the screen surrounding 
any part of the image has been cut or etched away. 


stereotype (also called stereo) — A duplicate of a printing 
plate made by taking a cast from a matrix of papier- 


a - ~ e 
mache. Generally used for newspaper reproduction. 


supercalendered paper — Paper that has a very glossy 
finish. 


type-high — Exactly as high as type (0.918 of an inch). The 
standard for letterpress printing. 


unmounted plate — A printing plate not attached to a wood 
block. 


vignette — A halftone with a background gradually fading 
away and blending into the surface of the paper. 


work and turn — Printing the second side of a sheet by 
turning it over from left to right. 


zine etching — A photoengraved line plate on zinc. 
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¥2 43 
(Through Chapter 3) -_ / ) ~- 
VY YS ¥é ¥7 49 v9 
prepared by Ruth H. Smith en él $2 53 54 lex 7} 
Maine Twp. High School West . 
57 5¢ 54 60 
, a aled é/ 
Des Plaines, Illinois 7 
¢2 43 Y 165 le é7 68 
4 / 
sq 70 7 72 
73 14 15 176 77 
> S 
HORIZONTAL 14 : 5 
\ 4 
1. citrus fruit (plural) 7 
7. enjoyment - 
12. make alive 
14. persons chosen to elect the 73. any chronic disease 53. plant that grows on the ground 
President and Vice Pres. of U.S. 75. wrong in opinion or judgment and on rocks 
15. a shapeless, small mass 78. repositories for munitions of war 55. slay 
16. first word of name of river 79. more than what is required (plural) 56. weapon used with a bow 
flowing into the Gulf of Mexico 58. wander away 
18. unbound; independent 61. a crisp, thin biscuit 
19. time between birth and death VERTICAL 63. made of wool 
20. tinge of color; that part of a 2. beam of light . 65. in a coquettish manner 
substance which is extracted by 3. examine minutely or critically 66. sick 
a solvent; ............ of iodine 4. maiden belonging to class of semi- 67. not bright ; amd 
22. mother's brother divine beings inhabiting a grove 68. discuss a question by considering 
24. vehicle for public transportation 5. leap arguments on both sides 
25. instrument for unlocking a door 6. speak 70. terminal appendage of an animal 
26. nevertheless; still 7. be agreeable to; to delight 72. kind of grain 
28. to scoff at; ridicule 8. appendage of the stem of a plant; 73. man's title 
30. an acorn-bearing tree page of a book 74. want 
31. twirl 9. the color of unbleached linen 76. look at 
33. those who go fast, as in a race 10. amount lost by contraction 77. a negative vote 


35. notwithstanding the fact that; 11. plural personal pronoun in 
and yet; granting that objective case 


36. to vex, annoy, harass 13. perennial woody plant OCTOBER SOLUTION 


37. very small or insignificant 14. large pleasure boat 





39. to be victorious in 




































































17. writing fluid 2 BAD # 8 AE tt 

41. to seep out 19. see : ~ ; oT 
42. disturbing sound; tumult 20. to pull apart, as cloth - oO -— O|- . a - l = £& 
43. the joint between hip and ankle 21. small bird 5; toe A J . o | - Oo}? -| 
45. business organizations 23. tanned hide of an animal irle sy ee # {a - Awa 
47. referring to experienced statesman 24. annoy ae 7 am 6 i 5 
48. with preference; somewhat 25. affectionate salutation by 246s Se — ATATIE 
50. opposite of down contact of the lips r|ui¢ C, J\clo ) » lo |— 
52. payments 27. not false or erroneous vw, ie he a. ofM fel. = 
54. short, satirical article or play 29. bellowed 7 7 "lo A 
56. devoured 31. speech without voice —— _ 5 —__, 
57. in this or that way; therefore 32. female lion aa 1|O\|A7 1 ; —-|ele ) 
59. have knowledge of 33. runners in a contest of speed rf a , Ook -le i A) val 
60. to consume food 34. a governmental body dg " - a v7), 
61. a large, black bird 36. seized or accepted ens Sees += 
62. to boil slowly 38. worked a OC lw _— ej — 
64. a list of activities or of times 40. not this one or that one er aR PPE ask 0 = AS 

that things are to be done 44. having value | ‘elle =, Ol oth, a e 
68. cause movement by pulling 46. to dispatch or authorize to go - - 
69. underground part of a plant 48. go or come back again =)-1 2 |” E ot at Cad Be 
71. greasy 49. to store compactly ° 
72, do the bidding of another; mind 51. a cat; slang for face November solution next month 
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Boost your learning 
EF and earning power 


with recorded courses 


psi y SOUND 


ee odigstiee easy-to- 
Sr use coursesin... 


Separate courses for beginners (50-100 wpm) 


§ H0 RT H A N D and advanced students (70-120 wpm) that in- 


clude six 45 rpm discs, plus handy workbook 
for only $4.98. A special 7-record set and work- 








50-100 70-120 50-120 book with dictation ranging from 50-120 wpm 
wpm wpm wpm is available for only $7.98. 
Poor spelling keeping you behind? This 4-dise spell- 
SPELLI NG ing course will help you correct errors in a hurry. 16 
lessons on theory and practice . . . over 350 common 
CHECK AND spelling words, Spelling rules are re-inforced by ex- 
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amples and tests. Only $4.98 for 4 records (45 rpm) 
and workbook. 





Advanced as well as beginning typing instructions. A 
331; disc, plus workbook for only $4.98. Beginners 
learn rapidly . . . advanced students build typing 
speed and accuracy. Excellent preparation for Civil 
Service Typing Tests. 


TYPING 


CHECK AND 
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For Discriminating 
Secretaries 


Sri. 


TACKY-FINGER 


The Modern Fingertip Moistener 


* ABSOLUTELY 
NOT GREASY 

* HAS NO ODOR 

* WILLNOT STAIN 


Makes Paper Handling Faster and Easier 
Than You Ever Dreamed Possible! 


—-—— — MAIL COUPON FOR TRIAL OFFER — — — 


EVANS SPECIALTY CO., INC. 
P. O. BOX 8128, RICHMOND 23, VA. 


I would like to try EVANS TACKY-FINGER for 
10 days. If I am not delighted I may return it and 
payment will be promptly refunded. 


{ 

| 

| 

| 

| Send boxes TF-400 @ 50¢ per box (shown) 
| boxes TF-600 @ $1.00 per box 

| © Enclosed is my check or money order for 
| 

{ 

| 

| 

| 











©) Bill me at the end of 10 days 














My Name 

Firm 

Address 
i —City —_—_____ Zone____ State—______ 
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HOW TENSE 
ARE YOU? By Jack Davies 


While everybody is bound to suffer from 
a certain amount of nervous tension, 
there’s little excuse for the keyed-up state 
of many people. Their tension is largely 
due to poor habits and so is pretty 
much their own fault. 


The following quiz, based on a test de- 
vised by psychologist James Bender, is there- 
fore designed to serve a double purpose. It 
is intended to indicate not only how tense 
you are but also some of the habits that may 
be responsible. 

Answer each question Yes or No; then 
look at the end to see how you made out. 


1. Do you regularly devote yourself to one or more sports or 
hobbies in your leisure time? 


2. Do you try to do something about things that worry you 
instead of just stewing and fretting about them? 

3. Do you associate with companions who are relaxed and 
happy? 

1. Do you take a nap, or lie down and stretch out, at least 
once a day? 

5. Do you walk at least a mile a day in the open air? 

6. Do you get up early enough to allow time to get to work 
without having to rush? 

7. Do you speak in an unhurried manner when rapid speech 
is unnecessary? 

8. Do you devote at least one day a week, and two or three 
evenings, to some type of recreation that you enjoy? 

9. Do you get enough rest at night? 

10. Does it seem to you that most people walk more slowly 
than you do? p 


/% 


11. Are you usually the first to finish eating? A) 


12. When seeking diversion—for example, by going to a party, 
attending a movie or playing cards—do you often find yourself 
bothered by the feeling that you could be using your time to 
better advantage? 


13. Do you get emotionally upset when you miss a streetcar’ 
or bus? 

14. When you're working at a job that will take several hours,@ 
do you usually try to finish it without stopping? 


a 


15. Do you as a rule find it hard to forget the irritating prob-¢ 
lems connected with your work, or the running of your house- 
hold, in your leisure hours? 

16. Are you generally restless and fidgety when sitting in at 
movie, listening to a broadcast or viewing a TV program? 

17. When engaged in games or sports do you usually enjoy 
the activity only when you're winning? 


For each Yes answer to questions | through 
9, and each No answer to questions 10 
through 17, give yourself 10 points. A 
score of 130 or more is very good, while 
a tally of 80 or 90 suggests that you are 
as relaxed as the average person. If your 
score is 50 or less, the indications are that 
you suffer from excessive nervous tension 
and should get busy relieving this tension 
by changing your habits. 
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high quality WEBSTER 


CARBON PAPERS 


With Webster MultiKopy in your typewriter 
carriage you get so many advantages. 


Exclusive, Uncoated Numbered Edge makes 
carbon handling easier and cleaner. It insures 
you neatly typed, even carbons every time. 


Stays Flat even in extreme temperatures. 
Each sheet is specially treated to insure 
smooth, flat, uniform handling ease. 


Weights and Finishes to fit individual needs. 
You’ll get crisp, clean results whatever your 
typing requirements. 


And Webster offers you a variety of other 
high quality duplicating supplies: typewriter 
ribbons in cotton, nylon and silk for all type- 
writer makes; office machine ribbons for most 
types of adding, accounting, tabulating and 
addressing machines; carbon paper rolls, and 
spirit duplicating papers and master units. 


plus: hand cleansers, type cleaners, instrument 
oil, and duplicating fluid. 


At better office equipment dealers every- 
where — make it clear you want 


Webster 


MultiKopy Durametric Carbon Papers 


Always send a ‘‘Time-Saver”’ courtesy carbon copy 


F. S$. Webster Company *« 17 Amherst Street « Cambridge, Mass. 
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How to foil the 


“pen-snatching” 
boss 








IN its “Sissy” shade 
of lustrous pink pearl, the new General 
“Notation” stays safe forever from “bor- 
rowing bosses”. Made specially for steno 
— round in shape for writing ease and 
clearest outlines, no ridges to turn and 
tire your fingers. Cartridge lasts for ages 
and comes in a fine or medium point to 
suit your writing style. Handy eraser is 
perfect for typing errors, too. See the 
pink and pretty new “Notation” at your 
stationers. Only 29¢. For a free sample, 
just write on your company letterhead to: 


(GEN ERAL 
PENCIL COMPANY 


69 Fleet Street, Jersey City 6, N.Y. 
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MRS. 


preference would go to a man, all quali- 


Continued from page 26 


fications being equal. The study, which 
appeared in the NOMA quarterly “Office 
Executive” and was reported by Charles 
E. Ginder, Staff Director of their Tech- 
nical Division, is quite valuable, if only 
to reiterate the fact that in the case of 
women employees the old tensions, de- 
fenses and prejudices often come to the 
fore. 

But since we must accept the fact that 
the employers make the rules and that 
most of them are men, we must equally 
accept the fact that not all working 
women will go along with them. And the 
woman who consciously or otherwise ex- 
pects to find some sort of dramatic emo- 
tional paradise behind her typewriter is 
bound to suffer . . . and to make others 
suffer as well. What constitutes “proper 
manners” in the office is, unfortunately, 
not enough of a standard or deterrent for 
the deeper problems involved. 

By the time the young bride, or the 
housewife in her middle years, shows up 
in an office, she’s a pretty definite indi- 
vidual. Her level of resistance or vulner- 
ability to changes in the social order 
been condi- 


have already fairly well 


tioned. It is these vulnerable women 
who, in the ambivalent little world of 
the office, tend to lose perspective most 
readily. 


This 


many forms. from a trivial but sudden 


retreat from reality can take 
overpreoccupation and expenditure on 
appearance to a more serious, often one- 
sided emotional entanglement. Like any 
other environment, that of the office can 
withhold or afford opportunities to sat- 
isfy appetites, relieve tensions and 
achieve aspirations. It also provides a 
mirror in which a woman may see her- 
self as she appears to others. But again, 
like any other social situation, the office 
can only slow down or speed up an al- 
ready developing insecurity or imma- 
turity. 

The young marrieds we know who 
have returned to their offices after the 
honeymoon report, for example, that a 
subtle difference in attitude greets them. 
The jump from Miss to Mrs. is an im- 
portant social step, and offices recognize 
this in ways quite peculiar to the busi- 
unusual, 
the boss is already thinking in terms of 


ness world. Unless he’s most 
inevitable replacement. The in-groups to 
which the new bride belonged may no 
longer include her so readily, particular. 
ly if they are composed of unmarried 
girls. And there’s invariably an office 
comic with a raft of questionable jokes 
who finds a new audience in Mrs. where 


he might have held his tongue with Miss. 
But perhaps the greatest danger to the 
young married is the relationship be- 
tween her job and the progress of her 
marriage. Unless she can arrive at a per- 
sonally mature judgment of her proper 
role as a married woman, her happiness. 
her marriage and her job may be 
threatened. 

For the vulnerable older woman, the 
ofhice world holds immense, but too often 
illusory, gratifications. Many return for 
the financial benefits alone. but others 
are attempting to ease inarticulate re- 
Such feelings 
might have eventually disappeared in 


sentments. moods and 
the relatively sheltered confines of home 
and family. The same emotions in the 
office “hothouse” may bloom into some 
pretty hectic personal crises. 

Because meeting these problems re- 
quires more than a knowledge of office 
“Emily Post,” we questioned Mrs. Ida 
Sargoy, a therapist with the New York 
Clinic for Mental Health. A working 
mother herself, Mrs. Sargoy immediately 
appreciated the circumstances described 
from both a personal and professional 
standpoint. 

“Although most young people today 
discussed the wife’s 


have thoroughly 


working period long before the cere- 








BOSTON 


PENCIL SHARPENERS 


easy mounting 
on any surface 


Now Boston’s all-metal! pencil sharp- 
eners can be mounted anywhere. 
There is a Boston for every purpose 
and the mounting kit fits 

every model. All sharpeners EAI 

are guaranteed for 1 year. 
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At last...a nice way, 


a clean way to dust 
with “SCOTCH” Brand Dusting Fabric 


‘‘Scotch’’ Brand Dusting fabric makes messy dust cloths and oil rags 
as out-of-date as high button shoes! 


New fast working ‘“‘wonder’’ fabric with millions of tiny dust traps picks 
up dust and holds it . . . leaves no telltale trail of lint and oily film. 


Soft and pleasant to touch, ‘“‘Scotch’’ Brand’s non-woven fabric can’t 
scratch or mar the most delicate surfaces. But it’s also surprisingly tough 
and resilient—and the highly absorbent sheets can be used over and over. 


Ideal for desk tops, file cabinets, telephones, lamps and fixtures, 
books, pictures—anything around the office. 


This new disposable dust cloth keeps your hands clean—makes dust- 
ing almost fun! 


Handy 30 yard roll gives you 60 generous dusters. 


Try it—‘“‘Scotch”’ Brand Dusting Fabric—and you'll never dust with 
anything else! 


AY OY ee Y CO es 


-.»- WHERE RESEARCH 1S THE KEY TO TOMORROW 





Hate cleaning Who doesn't? But the time does 
GYPEWYICETS ? eons ence ee wpe et 


so dirty the keys stick together and type like thi si 


Then what do you do? Use a messy solvent that stains 


Ly or a gummy putty 


we 


ruins your manicure? Or a liquid brush cleaner that 





your fingers 
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spots you from head to toe? Now there's a brand new 





remedy for this unpleasant chore--a remedy as 


' 9 9 
easy to take as a coffee break. \ py It's SCOTCH 


Brand Typewriter Cleaner. 1 1¢¢s you 
type the dirt away. How easy can life get? All you do 

is roll ‘SCOTCH’ Brand Typewriter Cleaner into your 

machine. 37s Set the typewriter on stencil and 


strike each key several times. YOU'VE DONE IT! 





You've typed the dirt away! And look EO’. lq at your 


hands--they're still lovely to look at, aren't they? Best 


/ 
- 


of all, here's news your boss will love @— 'scorcx” Brand 


= 


Typewriter Cleaner costs less than a nickel per 


P > silane » 
cleaning. So don't forget to remind him bose; to 
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get you your SCOTCH’ Brand Typewriter Cleaner No.575 today! 
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mony,” she said, “we have found that a 
basically immature couple will lose sight 
of a carefully considered goal if one or 
both begin to enjoy a double-income life. 

“The _ let’s-wait-a-little-longer-before- 
you-quit marriage can’t always be blamed 
on a dependent husband who fears a 
lowered budget or the responsibilities of 
fatherhood. As much a part is the ac- 
quiescent young wife who agrees to stay 
long after the allotted time has passed. 
And although each couple has a unique 
problem, all might do well to reassess 
their goals, to examine the original pur- 
pose they wished her job to fulfill and 
analyze their present condition against 
the long-range requirements of a good 
and lasting marriage.” 






oe 

According to Mrs. Sargoy, the vulner- 
able older woman suffers most from per- 
sonal insecurity. Her children no longer 
need her undivided attention and the 
edge is quite likely to have worn off even 
the best marriage. To this woman, the 
job will hold many “selfish” pleasures 

. . the money she brings in can make 
her seem important in her family 
she can buy “extras” for herself . . . feel- 
ing, even erroneously, that she is no 
longer wanted at home, she can hope 
that her boss will need her instead. 

At this point, we asked Mrs. Sargoy to 
comment on some fairly common experi- 
ences that these women face in an office. 

Strained relations with co-workers: 
“The older woman who expresses her in- 
security via competition with younger 
women is doing herself a disservice. She 
often forgets, in her fear of aging, the 
tremendous advantage and attractiveness 
of experience and the serene self-confi- 
dence that ought to go with it.” 

Need to be accepted at the office in 
conflict with home responsibilities (We 
were thinking of a woman we know who 
bitterly resented having to forego lunch 
each day with an interesting but high- 
spending group of widows and divorcées. 
She had been flattered by their attention, 
and was annoyed at having to refuse.): 
“The need to be accepted is perfectly 
natural. But bitter resentment at having 
to refuse an invitation would make me 
suspect that a deeper motive is involved. 
Her real reason for working may not be 
entirely a financial one. In any event, 
she needn’t feel guilty about spending a 
reasonable amount on herself. 

What about men?: “To a vulnerable 
woman, even something as casual as an 
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invitation to lunch can be a _ potential 
danger. If she is trying to recapture some 
aspect of romance or adventure, she can 
easily misinterpret a man’s wish not to 
eat alone. Or if, as can happen, she finds 
herself almost against her will drawn to 
some man in the office, I would want to 
assure her that such impulses, while up- 
setting and bewildering, are perfectly 
normal. They can certainly be coped with 
calmly. An office “brief encounter” will 
often yield readily to a thoughtful pause 
... a standing back in an attempt to gain 
a more honest perspective of the situa- 
tion. In some cases, professional help 
may be necessary. Above all, it is most 
unrealistic to even contemplate breaking 
up a marriage under these circum- 
stances.” 

If you're wondering about your own 
attitudes at work, it’s thus wisest, at first, 


to look within yourself for the basic 
problem. If the rules of good manners or 
your own particular code of behavior 
don’t seem to be functioning as they 
should, it’s obviously time to re-examine 
your motives and actions on a deeper 
level. You may or may not need help. It 
all depends on how truthful you can be 
with yourself. But there is one criteria 
you can apply at once and, if you won't 
give yourself an honest answer, you can 
expect one pretty quickly from manage- 
ment. Ask yourself: Am I doing my job 
properly, or is my work suffering because 
the social side of office life is becoming 
too entrancing? It’s a pretty good bet 
that if the job is being neglected, home 
responsibilities are being shortchanged 
as well, in spirit if not in letter. High 
time to get together with yourself for a 
heart-to-heart. 








ae That was fast, Miss Evans... 
how do you do it? >” 


FILE IT... FIND IT 


when you need it...without delay! 


Ideal for your personal desk or one-drawer file. Contains 
filing plan instruction sheet; 25 A-Z primary guides, 
green; 25 A-Z miscellaneous folders, red; 100 Tuftear 
manila folders; 250 Fanfold gummed folder labels, buff; 
2 cross reference sheets and an “‘out"’ folder. Now on 
. or write The Globe- 
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This biggest little book about office filing 
efficiency is simply stated, easily under- 
stood and quickly applied. Written for the 
average office force, with something for 
everyone from the mailroom youngster to 
the office manager. 


Filing Facts crammed full of time, work 
and cost saving ideas. It is not a text book. 
It makes no pretense of presenting involved 
systems of engineering practices. Its prin- 
ciples and methods find equally helpful 
application for the basic filing needs of the 
business office, factory, store, professional 
office or the home. 

LIST PRICE: $2.50 

Post Paid 

Over 30,000 Filing Facts have been ordered, 
since its recent publication, by Industrial 
firms, Insurance Companies, State and City 
Libraries, Colleges, U. S. Federal Govern- 
ment Agencies, by Institutions and individ- 
vais the world over, wherever English is 
spoken or read. 


— Loyalty 
By LORAINE JOHNSON 


* To our minds. the most important attribute of a secre- 
tary is loyalty to the boss. 

None of us could work very long for a boss we did not 
respect and admire, but too often we are prone to criti- 
cise him to others—the most despicable and insidiously 
dangerous thing a secretary can do. The boss’ family 
and friends may talk publicly of his faults, but Society 
shrugs its shoulders and realizes that a perfect person 
would be a dull Jack, indeed, and that a man’s faults are 
actually endearing qualities. 

But let a secretary begin “knocking” her boss and it 
hits the boss where it hurts the most. Should his business 
associates quickly pick up even a chance derogatory re- 
mark by his secretary and their confidence begins to 
waver; customers or clients question his judgment; and 
his whole business structure, no matter how strong, is 
weakened because of a secretary who (albeit not ma- 
liciously) likes to talk about his: frailties to prove how 
well she knows the great man. 

If we are guilty of this type of undermining, consider 
how we would feel if the boss told others some of our 
shortcomings. In all our experience we have yet to hear 


a boss say anything but good of his own secretary, even 


to the point of fiercely defending her mistakes. 
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Let’s give him the same kind of loyalty he gives us. 














Secretaries never die... 


They just stay young indefinitely*—that is, if they use 
Kee Lox Grip-N-Pull carbon paper. Ask any girl who is 
already using it (and note how fresh and vivacious she 
looks—even at quitting time). She’ll tell you what nice 
copies she gets, how clean they are. And she'll be equally 
enthusiastic over Grip-N-Pull’s other features—automat- 
ic warning of last typing lines, automatic rotation, 
automatic alignment. 


You too can stay young indefinitely* by letting Grip-N- 
Pull carbon paper make your work easier and pleasanter. 
And your boss will be interested in knowing that Grip-N- 
Pull, with all its advantages and long wear, still costs no 
more than regular carbon paper which does not have the 
exclusive patented features of Grip-N-Pull. 


*T he only exaggeration (one we hope will cause a smile) in this message. 


All carbons are removed quickly in one 
clean operation, using uncoated edge. 
Clean hands, clean work, clean desk. 


Lower right of uncoated edge is die cut 
to tell how much space is left at bottom 
of sheet. 


FREE samples when requested on com- 
pany letterhead. 


MANUFACTURING CO. 
“Over Sixty Years of Good Impressions” KEE ox pth oe 
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ERASER 
DESK SET 


(Executives Will Want It Too) 


For Erasing PENCIL, INK, 
BALL POINT, TYPEWRITING 


An Excellent, Inexpensive Gift 
with Year-Round Utility 


WELDON ROBERTS No. 800 JET TRIO, attrac- 
tive, convenient, versatile. Con- 
tains one each of 3 luxury-tex- 
ture rubber eraser sticks, each 
over 4,” long, for erasing al- 
most any writing. Each in at- 
tractive, individual, transparent 
plastic holder with pocket clip. 
Convenient size and shape. 


Set contains: 


No. 825 JET ERASER, 
With fine red rubber stick, 
for pencil erasing and 
cleaning. 


No. 827 JET ERASER. 
With business-like gray rub- 
ber stick, for erasing ink, 
typewriting, business ma- 
chine writing. 
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Plus 3 refills, 
one for each texture. 
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Set in smart, transparent 
plastic case only 43,” x 2” 
x 42”. Exceptional for time- 
saving desk duty. Fits con- 
veniently in pocket or brief 
case. 





ONLY $1.00 EACH, POST- 
PAID. Use the coupon. 
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chairs. a desk, the floor. Mr. Lerner ad- 
mittedly has more than 10.000 books. 
It’s partly indulgence. but largely inten- 
tional: accordingly, the writer need never 
go farther than his own walls for refer- 
ence sources. 

Despite the cramped quarters, this 
study has seen a lot of activity. A section 
of one case is filled just with the books 
Mr. Lerner himself has written or edited. 
How many hours has he spent here bat- 
tling out pages of manuscripts destined 
for publication? And this must be where 
he tucks himself away from house noises 
and unimportant encroachments when 
it’s time to begin his column. Yes, there’s 
his typewriter on the desk. 

But there’s no room for his secretary. 
one observes with surprise. That’s cor- 
rect—Roslyn Mass has her own office 
located in the New York Post building 
in downtown New York. 

It's not as inconvenient as it sounds. 
Mr. Lerner says. “Our characteristic way 
of working—I’m here, she’s there. The 
telephone serves us adequately and, once 
or twice a week, Roz subways uptown to 
confer at home with me, take dictation, 
catch up on my latest activities.” 

Keeping up with his latest activities 
must be one of Roz’ most exhausting as- 
signments and, equally, one of her most 
absorbing. For Max Lerner is more or 
less an encyclopedia on Americana, and. 
to stay close to the perpetually changing 
American culture, he travels a great deal, 
has a finger in many national pies—like 
the 
Through his columns, books, lectures, he 


universities, television, press. 


has memorialized our way of life, its 


thought and character—*. . . whatever in 





American life seems to me worth cele- 
brating.” 

This well-known liberal thinker is hap- 
piest doing exactly what he most wants 
to do, and that covers just about any- 
thing and everything. If asked, he ranks 
himself as a writer and teacher—but 
imagine along how many roads these 
categories can take a person! At one 
time or another Mr. Lerner has taught 
social and political science, government 
and American civilization at several 
Eastern universities. His published books 
number eight: also to his credit are edit- 
ed versions of standard classics like The 
Portable Veblen. And if one were to list 
the the 
completed results would read like a Rand- 
MeNally atlas. 

Just a few of his past tasks were his 
editorship of The Nation, aiding in the 
assemblage of The Encyclopedia of So- 


cities in which he’s lectured, 
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PROVIDES POSITIVE 
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Just a touch of your fin- 
gers tothe new and im- 
proved Rite-Line Sure- 
Touch finger moistener 
makes handling of pa- 
pers, sorting of checks 
and counting of money, 
quick and sure. Will 
also improve your grip 
in golf, tennis and bowl- 
ing. No grease, noodor, 
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your stationer, only 50 cents. In the 
meantime, send for trial offer. 
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cial Sciences, radio commentating and 
directing the editorial content of PM, a 
New York newspaper that flourished and 
died in the forties. 

With all this variety of action con- 
stantly going on, what must it be like 
to work for Max Lerner? 

Nothing but “sunshine and daffodils,” 
according to Roslyn Mass. She’s known 
him and his work habits for more than 
three years and says, with conviction, 
“He’s an excellent boss. Perhaps one of 
his most endearing traits and certainly 
the most helpful thing about him is that 
he is very specific and clear. I’ve learned 
a lot from him—I go to school at night 
and I never know whether I'll learn more 
there or during the day.” 


A lifetime scholar, Mr. Lerner can talk 
just as absorbingly and lucidly about 
summer or his family as he can about 
religion or politics. If you are perceptive 
enough to prod him into a conversation 
on a subject that delights him, he’ll com- 
pletely captivate you with his charm and 
enthusiasm, his deep sincerity, his di- 
rectness and imagination. 

“I'd like to try a book of poetry 
next,” he says, then describes the book 
on international politics he’s now writ- 
ing. “Whenever Roz and I can snatch 
half a day from routine work, we work 
on the book—perhaps get twenty-five 
pages done. Doesn't happen often 
enough, though. Maybe I'll never get to 
the poetry,” he concludes with a slight 
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grimace. 

Few of us have as varied a program 
of work as Roz, because her boss’ inter- 
ests are so diverse, and they’re continu- 
ally growing. “He’s never said ‘no’ to a 
new thought or idea or experience,” Roz 
informs us. “He’s a man with a taste for 
everything and an appetite to match.” 

Certainly Roz must be right, for his 
“appetite” has had Max Lerner criss- 
crossing the globe more than just a few 
times. At the moment he is in Europe. 
His book, America As A Civilization. 
was published in a German translation 
and it received such ecstatic press re- 
views that he was asked to lecture at 
West German universities and foreign 
policy associations. 

Nodding once more at Roz, Mr. Ler- 
ner informed us that she has the ideal 
qualities a girl should have to be a sec- 
retary. “You should point out that it 
takes more than just typing and filing 
know-how,” he reminded us. 

Just then the phone rang and Roz 
poked her head around a corner to ask, 
“Mr. Lerner, are you in the mood for off 
Broadway?” 

After telling her to reserve tickets for 
a Sunday evening performance, Max Ler- 
ner leaned over to say confidentially, 
“You know, after all these years, Roz 
still calls me Mr. Lerner. That’s what I 
like so much about her—she’s warm and, 
at the same time, objective.” 





SECRETARY Continued from page 21 


gracious, never unruffled. She’s wonder- 
ful in handling every type of person with 
whom I have dealings—lecture agents, 
editors, book publishers. They invariably 
tell me that she’s been extraordinary. 
She plans ahead, she’s imaginative, she’s 
resourceful. To me, these are crucial 
qualities for a secretary, along with her 
ability to meet every crisis—it’s a marvel 
Roz never gets excited. 

“My life is really a succession of 
crises at all times,” he continues. “Just 
last week I was scheduled to lecture at 
10 a.m. in Bangor, Maine. All flights were 
canceled at the last minute, and I grew 
a bit pale at the thought of a full audi- 
torium awaiting someone who'd never 
arrive. Not Roz. She very collectedly 
called Bangor, explained, scheduled me 
for the next day, and, with another phone 
call, had a seat for me on another plane. 
Roz is really a heroine,” he finished 
fondly. “No one else knows it, but she is.” 

But Roz, equally ardent, returns the 
admiration. With emphasis she describes 
what pleases her so much about her em- 
ployer. “Max Lerner is a very organized 
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thinker. I have to laugh—he can take a 
phone call right in the middle of a par- 
agraph and return to dictating without 
breaking the subject thread. I type di- 
rectly from his dictation and he never 
has to say to me, “Would you please 
read what I’ve just said?” 

There’s no such thing as a 
In fact, 


that the only way to function in any job 


“set rou- 


tine” Roz believes 


in this job. 
is to try to devise a flexible system that 
is as helpful and unobtrusive as possible 
—and says proudly, “I 
tried at the very beginning to organize 
the office in such a way that things would 
be simple io locate. | have to constantly 
think, his attention and 
what can I myself handle: 


I have.” she 


‘what deserves 
what will be 
interesting in a week?’ It’s necessary that 
I keep an eye open for upcoming things.” 

Thoughtfully, “You can only 
huild upward if you have a good founda- 
tion. I have for the fact that 
Lerner’s activities overlap. 


she adds, 


allow 
many of Mr. 


In my filing system, I try to pigeonhole 


his activities.” 

Her office at the New York Post is a 
counterpart of the study in Max Lerner’s 
home. Similarly small and crowded, the 
room is a storage place for both current 
paraphernalia and praise and criticism 


of 


versial 


her boss’ sometimes sharply contro- 
Mr. column, 


syndicated nationally and abroad. 


opinions. Lerner’s 
often 
evokes comments from the press. These, 
plus articles and reviews about the col- 
umnist’s lectures and books, are sorted 
Roz for future ref- 


her 


notebooks 
It’s 
keep the syndicates 


into by 


erence. also responsibility to 


supplied. send out 


letters to mew newspaper prospects. 


When. during the academic year of 1959- 


60, her boss taught in India at the 
University of Delhi. Roz took care of 
everything in his absence. Mr. Lerner 


says of her, “I've never had a secretary 


as good as this one. Roz manages every 
phase of my life and there are quite a 
few phases. She's actually my assistant.” 

A person charged with integrity, Roz 
nourishes it by attending school at night. 
An English major at Hunter, she'll re- 


ceive her Bachelor of Arts degree in 


January. That English concentration also 
“T read 


“The 


last thing I’ve read is always my favorite 


helps sate her thirst for reading. 


my eyes out,” says Roz, laughing. 


—until I read the next one.” She greatly 
admires the grace and classical style of 
Eca de Queiroz. “All of the South Amer- 
ican writers are very fine and not read 
enough by people here.” 

A dabbler in art herself. (“I love ex- 
perimenting with water colors’) Roz is 


strongly attracted to Chinese art (“it’s so 
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was laboriously recopied for each 
of the many nobles who affixed his 
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exquisite’) and has a collection of Chi- 
nese blue and white porcelain. 

When it comes to employing secre- 
tarial skills, Roz’ experiences deviate 
from the conventional. She has accom- 
panied Max Lerner in taxies, busily cap- 
turing his thoughts in shorthand as he 
hurries to catch a plane. “Of course I 
know shorthand—I taught it to myself. 
Gregg. naturally. I bought the books and 
learned it from scratch. About typing— 
when my sister was studying to be a 
business teacher, she used me as a 
model for her pupil, to teach typing the 
proper way, as she put it. Now I'm bet- 
ter at typing than I am at shorthand—I 
can take anybody’s dictation down on 
the typewriter,” she declares modestly. 


Most of her assignments are so color- 
ful that Roz, when asked about her most 
unusual one. sighs and says, “I’m sure I 
haven't had it yet.” 

As we were having a chat with her 
boss, Roz, answering the phone, asked if 
Mr. Lerner knew the whereabouts of 
someone. “He’s a relative of mine,” ex- 
plained Mr. Lerner. “That’s another ex- 
tremely helpful thing Roz does—she 
keeps the threads of my complicated 
family together. We're forever wander- 
ing all over and she keeps track of us.” 

Roz seems ready-made to fit her em- 
ployer’s definition of a happy human: 
“One who would do the work he does 
even if working became unnecessary.” It 
goes without saying that Roz would. 








The “I can’t wait- 
to-get married” type 
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A girl with marriage on her 
mind is especially eager for a 
top secretarial job. Like millions 
of her sisters, she very likely 
will hold on to her job 

after marriage. 


To attract favorable atten- 
tion—and get a promotion with 
higher pay—she uses the best 
professional tools. These include 
A.W.Faber’s STENOSTIK, the 
modern ball pen especially 
designed for shorthand. 


STENOSTIK is feather-light, 
beautifully balanced, starts fast, 
flows smoothly without skip or 
clot. It helps her take 
dictation faster, cleaner and 
more efficiently. The exclusive, 


AW FaBerR STENOSTIK The Ball Pen for Shorthand S82 











long-tapered grip reduces 
finger fatigue 


Whatever your marital 
status, you’ll be a better 
secretary with STENOSTIK, It 
belongs right alongside your 
ERASERSTIK. Full-length 
cartridge ink supply in blue, 
black, red and green. 39¢ — 

3 for $1. Join the STENOSTIK 
Club of Superior Secretaries 
today. 


A.W.FABER’S 


STENOSTIK: 





HUMAN 


with her record; they will have to stand 
or fall on theirs. 


Continued from page 17 


Punctuality is a good habit to form. 
because it shows character as well as a 
consideration for the rights of others. 
When Muriel seeks advancement or a dif- 
ferent position. her proven dependability 
will carry weight. A boss may put up 
with tardiness in employees, especially 
in a shortage of office workers, but he 
will be loath to promote anyone who 
consistently disregards the rules. 

People may get by with such viola- 
tions, but they won't get ahead. The girl 
who gets there “fustest with the mostest” 
will always have the advantage in the 
job market. 





(Key to project on page 42) 
Letter 1 


Line 1—your thinking; line 2—comma after 
Inc.: line 3—secretarial, no comma after 
office: line 6—equip: line 8—better to say 
deal only; line 12—spell out company: line 
14—better to spell out Street: line 18—of, 
type-writ-ers: line 20—may, not can. 


Letter 2 


Line 2—exhibit; line 3—Anniversary Din- 
ner or anniversary dinner: line 4—with in- 
terest is not in best position. better to say 
“I read with interest”: teach-er: line 6— 
sponsor: lines 8 and 9—better to say month- 
ly club meetings: line 10—Mon-day: line 
11—of: line 12—programs, year’s; line 13— 
has, not have. 





EXPERTS 


Q. Please distinguish between the mean- 
ing of people and persons. 


Continued from page 9 


A. Persons should be used when the 
reference is to each person individually; 
for example: 
1. The persons listed on the attached 
distribution list should plan to at- 
tend the meeting. 
2. The persons who receive an invi- 
tation should attend. 
People is used when a general group 
is referred to, as: 
1. The people were shocked by the 
story. 
2. Where there is no vision, the peo- 
ple perish. 


Q. What is the salutation for a letter be- 
ing sent to a group of single women? 


A, The salutation for a letter to an or- 
ganization composed entirely of women, 
whether married or single, may be either 
Mesdames or Ladies. You may also 
choose a more informal form, such as 
Dear Friends, Dear Members of ———— 
Club (or whatever the type of group), if 
you prefer. 
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HANDS 


Continued from page 24 
paper up to 36 inches wide. And. whether 
you ll want direct or side view will de- 
pend largely on two factors: how much 
copying you do, and the office budget. 


After you've made your selection, pre- 





pare a description of that copyholder 
its design, the cost, what it will do to 
improve your job performance, how it 
will indirectly aid your boss. Then sub- 
mit the report to him. 

Conscientious planning like this will 
not only make your need known but will 
show your boss how much time and effort 
have gone into the preparation of your 
suggestion. Incidentally, this “positive 
thinking” will more than likely work for 
any needed piece of office equipment. 


(Key to quiz on page 11) 

A Quiz on the Alphabet 
1. gq. 2. a (the article): J (first person 
singular pronoun); O (the interjection). 3. 


o, as in O’Brien. 4. J] for 1: V for 5: X for 


T”). 6. x. 7. From the first two letters of 
the Greek alphabet, alpha and beta. 


When the Singular Ends in S 
1. surpluses: 2. businesses; 3. corps: 4. 


mice; 5. analyses; 6. moose; 7. geese; 8. 
Iroquois; 9. species. 


10; LZ for 50: C for 100: D for 500; M for 


First, Find the Word. Then— 

A. The words: 1. lamb: 2. numb: 
climb; 4. succumb; 5. dumb: 6. crumb: 7 
limb; 8. thumb: 9. comb; 10. jamb. B. All 
these words end in silent b. 


w 





Match Them! 
1. h; 2. e: 3. a; 4. j; 5. £3 6. b; 7. d; 


1,000. (By combining these letters in vari- 8. g; 9. ¢; 10. i. 


ous ways, any number may be made. These 
numerals, called Roman numerals, are used 
chiefly for dates and for numbering intro- 
ductory pages of books.) 5. ¢ (in “to a 


Is It “Accent,” “Ascent,” or “Assent”? 
1. assent: 2. ascent; 3. accent; 4. assent; 
5. assent; 6. ascent; 7. accent; 8. ascent. 





COPYHOLDER MANUFACTURERS 


Bankers Box Company, 2607 N. 
25th Avenue, Franklin Park, Ill. 


Curtis-Young Corporation, 110 W. 
18th Street, New York 11, New 
York 

Everflex Aluminum Products, 461 
Sebastopol Avenue, Santa Rosa, 
California 

Flash Filing Company, Inc., 2634 
S. Cherry, P.O. Box 3270, Fresno, 
California 

Franklin Table Company, 116 N. 
Fourth Street, Louisville 2, Ken- 
tucky 


R. Funk & Company, Inc., 755 N. 
Easton Road, Doylestown, Pennsy]- 
vania 

Hall-Welter Company, Inc., 46 Mt. 
Hope Avenue, Rochester 20, New 
York 

Herald Products Company, 222 


Washington Street, Mount Vernon, 
New York 

Lit-Ning Products Company, 170 
N. Robertson Blvd., Beverly Hills, 
California 

Pres-To-Line Corporation of Amer- 
ica, 2045 Rosecrans Avenue, Gar- 
dena, California 


Remington Rand, Typewriter and 
Supplies Division, 315 Park Ave- 
nue South, New York 10, New York 


Rite-Line Corporation, 4209 39th 
Street N.W., Washington 16, D. C. 


Roll-A-Line, Inc., P.O. Box 15741, 
Tulsa 16, Oklahoma 


Royal McBee Corporation, West- 
chester Avenue, Port Chester, New 
York 

Tops Business Forms, 107 N. 
Wacker Drive, Chicago 6, Il. 
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GRASER STIKe 


The original pencil shaped grey eraser 
— always the best point for erasing. 


may mean a promotion 


Little things often make the big difference. ERASERSTIK, with 
brush, costs only 20¢—but it puts you into the select class of 
Superior Secretaries. 


ccmeens oa 










You will never again hand in a letter with erasures show- 





ing ghosts and sloppy strikeovers. With ERASERSTIK you | Qf 
erase without a trace. ERASERSTIK opens the door to typing @ Wh 
perfection—a door which has led to promotions and higher ea 
pay for many secretaries. ‘ 4) 
Sharpens to the point you prefer—blunt, medium or slender. a 
ERASERSTIK is sold by good stationers everywhere. uw 
z-) 

SAPHIR BRASS HAND SHARPENER # 4035 = 
works like magic. Gives you the correct ge 

point on your ERASERSTIK—then < 


stops sharpening. If you use one, you need 
the other. $1 at your Stationer, 
A.W.Faber-Castell 

Pencil Co., Inc., Newark 3, N. J. 
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SMEAD’S... 
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SPACE and COST 


SMEAD’S.... 
FLEX-I-VISION 
HANGING FOLDER 
with the 
‘“‘TAB THAT TOPS’ 
them all 


SMEAD’S... 
CELL-U-WELD 
FOLLOW-UP 
FOLDER 
with 
Sliding Signal 
Channel 


SEE them at your 
Stationers 


FOR THE BEST in FILING, LOOK TO Smead) 


SMEAD MANUFACTURING COMPANY 
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YOU 
AND YOUR 
BOSS 


Are you afraid of your boss? If you are, it’s not at 
all surprising, because most people 
taries 





including §secre- 
who have to work for others are also afraid of 





theirs. 

They’re afraid of being bawled out, afraid of being 
fired for doing something wrong, or just plain afraid. 
And tied up with this fear, all too often, is a feeling 
of resentment. 

But despite the way so many people feel about their 
bosses, there’s usually—believe it or not—no real ground 
for their fears. 

Dr. Matthew N. Chappell, who has made a study of 
employer-employee relations, expresses the opinion that 
in nine cases out of ten, bosses DON’T LIKE their work- 
ers to be scared of them. When they are, he points out, 
it’s generally in spite of the bosses’ efforts to prevent it. 

In other words, if you’re afraid of the person you 
work for, the likelihood is that your emotional difficul- 
ties are of your own making. 

If you want to get rid of your foolish fears, you 
should try to find out what’s at the bottom of them. 

You should ask yourself such questions as these: 


Is my trouble perhaps due to the simple fact that 
| think of my superior as somebody who’s paid to make 
things tough for me—instead of thinking of him as just 
another human being like myself who has a job to do? 


Do I—to be really honest with myself—try to get 
away with doing as little work as possible, and is my 
fear or dislike of my boss therefore nothing but the 
result of the guilt I feel due to my goldbricking? 


Am I performing my job well but afraid my boss 
doesn’t think so, merely because I’m afraid of people 
in general or because I’m the type that always has to 
worry about something? 


Regardless of your answers to these questions, it 
will help you to remember that your boss—unless he’s 
different from most bosses—does NoT want the people 
working under him to be afraid of him. 

Why doesn’t he? Because he knows that it means 
they ll be inefficient, run up his costs, quit him at the 
first opportunity and in general make it impossible for 
him to maintain a smooth, effective organization. And 
he knows, too, that all this, in turn, would probably 
mean the loss of his own job. 

What are you to do if you’re convinced your boss is 
the one-out-of-ten who believe in keeping his employees 
scared? We'd look around for another job! 
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BEAUTY 


Continued from page 33 


correct breathing should also eliminate fatigue and tone 
up the system generally, since the deeper you inhale and 
exhale, the more oxygen you take in and the more carbon 
dioxide (waste) you let out. 

Exercise—faithfully done—should help you regain fig- 
ure fitness. But the improvement will be gradual—just as 
your gymnastics should be gradual. Begin by doing each 
exercise twice a day, then work your way up to ten daily 
doses. Do not plunge in with muscles unaccustomed to 
exercise, or you may be carried out. 

One more thing. Even with proportions correct again, 
there is still a matter of poise. Moving gracefully and 
smoothly can mean the difference between being glamor- 
ous or just plain gauche. To avoid the latter, remember 
this: 

Walking 

© Rib cage high, spine straight, shoulders back and 
head up. 

© Pace slow but natural. 


© One hand at the waistline, palm in and fingers 
relaxed—the other held loosely at your side, 


Standing 


e Feet straight and parallel—or, for a slimming ef- 
fect, one leg slightly before the other, weight evenly dis- 
tributed, pressing near the big toe on the ball of the foot. 

e Arms straight at sides or one at waist as in walk- 
ing. One hand on hip, if preferred, but bent toward the 
back and not out to the side. 

© Body straight. 

Sitting 

© Feel for chair with backs of knees and lower body 
gradually. Do not look behind you. 

® Keep spine straight, shoulders back and arms 
loose. Feet parallel on floor, hands in lap. 

e When rising, do not use hands. 

To sum it all up, nature probably gave you perfect 
posture. It is up to you to keep it that way. 


HOSTESS Continued from page 23 





lection of inspirational sayings that was distributed to 
sixteen other studios. Mr. Murray liked the second arti- 
cle so much that he sent copies to all his studios noting: 
“Here is a release from which your receptionist might 
profit.” 

Asked what makes a good receptionist, she answered: 
“First and foremost, a receptionist must really like peo- 
ple. 
and faces. Most clients consider it a compliment that you 
This gives them 


The most valuable asset is a good memory for names 


remember their names. 
A friendly. 


caller at ease and make him feel at home.” 


a feeling of im- 
portance. interested attitude will put your 

Neta compiled this list to sum up the necessary qualities 
for her line of work. It’s a big order. but receptionists 
throughout business and industry are filling it every day: 
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by Ralph Portner, the; 'd only by mail, directly from the Factory. Sotisfoction Guoranteed! 


/ 
**Radio Voice of Champagne he AMERICAN STATIONERY co., Inc. z 
Music.’’ Speeds range from 7 PARK AVENUE PERU, INDIANA ¢ 


60 to 130 words per minute. er 
FREE! 


Write today 
for your FREE 
copy. Absolutely 
no obligation! 
DANIEL S. MEAD 
Literary Agent 
915 Broadway 
N.Y.C., Dept. 120 


Each ‘‘Steno-Disc’’ contains 
actual business letters, . 

















Here is ideal dictation—to 
use in the privacy of your 
own home, at your conven- 
ience, for as long or short a 
period as you like! 

At such low cost—why not 
start today to prepare for 
that high-pay job you've 
always wanted? 


MAIL THIS COUPON 


@ Lists top-notch 
writers’ markets 
U.S.A 


@ Cash prizes 
for writers! 


@ Offers writing 
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SMEAD’S... 
TWO-PLI-TOP 
FOLDER SAVES 
SPACE and COST 


SMEAD’S... 
FLEX-I-VISION 
HANGING FOLDER 
with the 
‘“‘TAB THAT TOPS” 
them all 


SMEAD’S... 
CELL-U-WELD 
FOLLOW-UP 
FOLDER 
with 
Sliding Signal 
Channel 


ww P FOLDER 


FOLL 


SEE them at your 
Stationers 


FoR THE BEST IN FILING, LOOKT0O Smead) 


SMEAD MANUFACTURING COMPANY 
HASTINGS, MINNESOTA + CHICAGO «+ LOGAN, OHIO « 
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LOS ANGELES 








YOU 
AND YOUR 
BOSS 


Are you afraid of your boss? If you are, it’s not at 
all surprising, because most people—including secre- 
taries—who have to work for others are also afraid of 
theirs. 

They’re afraid of being bawled out, afraid of being 
fired for doing something wrong, or just plain afraid. 





And tied up with this fear, all too often, is a feeling 
of resentment. 

But despite the way so many people feel about their 
bosses, there’s usually—believe it or not—no real ground 
for their fears. 

Dr. Matthew N. Chappell, who has made a study of 
employer-employee relations, expresses the opinion that 
in nine cases out of ten, bosses DON’T LIKE their work- 
ers to be scared of them. When they are, he points out. 
it’s generally in spite of the bosses’ efforts to prevent it. 

In other words, if you’re afraid of the person you 
work for, the likelihood is that your emotional difficul- 
ties are of your own making. 

If you want to get rid of your foolish fears, you 
should try to find out what’s at the bottom of them. 

You should ask yourself such questions as these: 


Is my trouble perhaps due to the simple fact that 
[ think of my superior as somebody who’s paid to make 





things tough for me—instead of thinking of him as just 


another human being like myself who has a job to do? 


Do I—to be really honest with myself—try to get 
away with doing as little work as possible, and is my 
fear or dislike of my boss therefore nothing but the 
result of the guilt I feel due to my goldbricking? 


Am I performing my job well but afraid my boss 
doesn’t think so, merely because I’m afraid of people 
in general or because I’m the type that always has to 
worry about something? 


Regardless of your answers to these questions, it 
will help you to remember that your boss—unless he’s 
different from most bosses—does NoT want the people 
working under him to be afraid of him. 

Why doesn’t he? Because he knows that it means 
they ll be inefficient, run up his costs, quit him at the 
first opportunity and in general make it impossible for 
him to maintain a smooth, effective organization. And 
he knows, too, that all this, in turn, would probably 
mean the loss of his own job. 

What are you to do if you’re convinced your boss is 
the one-out-of-ten who believe in keeping his employees 
scared? We'd look around for another job! 
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BEAUTY 


Continued from page 33 


correct breathing should also eliminate fatigue and tone 
up the system generally, since the deeper you inhale and 
exhale, the more oxygen you take in and the more carbon 
dioxide (waste) you let out. 

Exercise—faithfully done—should help you regain fig- 
ure fitness. But the improvement will be gradual—just as 
your gymnastics should be gradual. Begin by doing each 
exercise twice a day, then work your way up to ten daily 
doses. Do not plunge in with muscles unaccustomed to 
exercise, or you may be carried out. 

One more thing. Even with proportions correct again, 
there is still a matter of poise. Moving gracefully and 
smoothly can mean the difference between being glamor- 
ous or just plain gauche. To avoid the latter, remember 
this: 

Walking 

© Rib cage high, spine straight, shoulders back and 
head up. 

© Pace slow but natural. 


© One hand at the waistline, palm in and fingers 
relaxed—the other held loosely at your side. 


Standing 


e Feet straight and parallel—or, for a slimming ef- 
fect, one leg slightly before the other, weight evenly dis- 
tributed, pressing near the big toe on the ball of the foot. 

¢ Arms straight at sides or one at waist as in walk- 
ing. One hand on hip, if preferred, but bent toward the 
back and not out to the side. 

© Body straight. 

Sitting 

¢ Feel for chair with backs of knees and lower body 
gradually. Do not look behind you. 

¢ Keep spine straight, shoulders back and arms 
loose, Feet parallel on floor, hands in lap. 

e When rising, do not use hands. 

To sum it all up, nature probably gave you perfect 
posture. It is up to you to keep it that way. 


HOSTESS Continued from page 23 





lection of inspirational sayings that was distributed to 
sixteen other studios. Mr. Murray liked the second arti- 
cle so much that he sent copies to all his studios noting: 
“Here is a release from which your receptionist might 
profit.” 

Asked what makes a good receptionist, she answered: 
“First and foremost. a receptionist must really like peo- 
ple. The most valuable asset is a good memory for names 
and faces. Most clients consider it a compliment that you 
remember their names. This gives them a feeling of im- 
portance. A friendly. interested attitude will put your 
caller at ease and make him feel at home.” 

Neta compiled this list to sum up the necessary qualities 
for her line of work. It’s a big order. but receptionists 
throughout business and industry are filling it every day: 
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Always Sharp! 4 












(Low cost 
X-acto “Refill 
Blades” 

keep it 

that 

way) 


/ NEW! x-acto’ 
SECRETARIAL KNIFE 


perfect for Office Personnel 
j and Executives, too! 

+ For newspaper and magazine clippings, correcting 
spirit-type duplicating masters and Ozalid® typ- 
ing masters, opening packages, steel erasure, etc. 








penKnife 


Complete with blade 
$] 00 


SAFE TO USE! 


Your fingers are never near 
the cutting see. When 
closed the ‘‘See-Thru’’ Cap 
reveals the blade. 





only 








At all better station- 
ers or order sample 
direct. Write for Of- 
fice Knife Pamphlet 



















: X-ACTO PRECISION TOOLS, INC. } 
i 1 48-41Q Van Dam St., Long Island City1,N.Y. 1 
J : Pen Knife with blade for $1.00 Postpaid ' 
} 
A quick twist and 4 NAME ' 
blade is instantly ; COMPANY __ 
released for re- 
fill. Takes 3 styles : ADDRESS } 
of blades. 1 CITY ZONE ___ STATE H 
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' DICTATION 
PRACTICE 
RECORDS 


12°’ LONG PLAY 


*3.98 


7°’ EXTENDED PLAY 


*1.00 


Speed up your 
Shorthand - get 
that better job! 


Each ‘‘Steno-Disc’’ contains 
actual business letters, 
medical reports, or legal 
documents, dictated at pro- 
fessionally-controlled speeds 
by Ralph Portner, the 
‘*Radio Voice of Champagne 
Music.’’ Speeds range from 
60 to 130 words per minute. 
Here is ideal dictation—to 
use in the privacy of your 
own home, at your conven- 
ience, for as long or short a 
period as you like! 

At such low cost—why not 
start today to prepare for 
that high-pay job you've 
always wanted? 
MAIL THIS COUPON 








Requisites for a Receptionist 


Reliable, resourceful 

Efficient, ethical 

Calm, collected, considerate 

Earnest, effective 

Pleasant, polite, poised 

Thoughtful, tactful 

Intelligent, instinctive, intuitive 

Obliging, observing, original 

Natural, nice, neat 

Inventive, interpretive, ingenious 

Sagacious, sincere 

Trustworthy, truthful 
Coming—PART II: The receptionist’s 
appearance and voice; tools of the 


trade; making the wait seem shorter; 
topics to talk about. 


WORLD 


Continued from page 27 


secretary would type: 
NAOVP HUZYV HYAED 

Because error in the use of just one 
incorrect letter would alter the entire 
context of the message, the seller an- 
swers the cablegram with a letter con- 
taining the decoded meaning of the 
cablegram. 

It is wise to number all foreign cor- 
respondence. When the second party re- 
plies to a letter or cable, he can then 
refer to it by both date and reference 
number. For clarity’s sake, many com- 
panies also number the paragraphs in a 
letter. In this way, the person answering 





OLD 
DEERFIELD 


BOND 








the letter can make specific references to 
paragraph #1, paragraph #8, and so 
on. All foreign correspondence, of course. 
is sent airmail. 

In the early days, it was customary 
for merchants to travel with their wares 
in order to dispose of them at destina- 
tion, and then to convert the proceeds 
into other commodities suitable for their 
home market. It was not unusual to find 
several merchants, each accompanying 
his cargo, traveling on the same ship. 
There was no supervision of the loading 
of vessels so that often ships were very 
much overloaded, safe enough in calm 
weather, but in danger of sinking the 
moment storms arose. In the latter case, 
jettison was the natural—and immediate 
—solution. Naturally, no merchant 
wished his goods to be sacrificed, but in 
an emergency there was little time for 
debate. The most accessible goods were 
generally the ones cast overboard. 

There were occasions, however, when 
valuable time was lost in quarreling over 
whose wares should be jettisoned. To 
prevent these delays and in the common 
interest, a system was devised of as- 
sessing the value of the jettisoned goods 
pro rata over the entire value of ship 
and cargo, including the lost goods. Thus, 
the business of underwriting marine in- 
surance began. 

In the ordinary commercial transac- 
tion, there are four documents that make 
up the basic commercial set: 

@ The invoice, which is the merchant's 
bill for the goods and sets forth the terms 
of sale. 

@ The bill of lading. which is the 
carrier's receipt for the goods. 

@ The insurance certificate or special 
policy, which is the document of guar- 
antee for the goods. 

© The draft or bill of exchange, which 
is the merchant’s payment. 

The first paper, the invoice, lists the 
commodities sold, one by one, the quan- 
tity, and the price per unit. Goods are 
marked and numbered by stamping each 
package with an identifying symbol. If 
there is more than one package with the 
same mark, consecutive numbers are 
added to the marks on these packages. 
All marks and numbers appear on the 
invoice. In addition, there may be 
charges for packing, cartage and consu- 
lar fees. 

Whether or not charges for insurance 
and freight appear on the invoice de- 
pends on the terms of sale. In domestic 
trade, the abbreviation “fob” (free on 
board) is used. In foreign trade, various 
abbreviations will be used. 

(Continued on page 65) 
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shopping spree 








ON VIEW: A VIEWER. Here’s a simple, 
economical way to view home movies. 
The viewer takes any 8mm film, and 
you need no projector or screen. Load 
it, point toward light, turn handle. It’s 
4 by 2'’2 by 1% inches and fits into 
pocket or purse. Made of Styrene plas- 
tic and metal: at $1, ppd. Spencer 
Gifts, Dept. TS, Spencer Building, 
Atlantic City, N. J. 


FROM FORT SUMTER TO GETTYSBURG, 
unto stillness at Appomatox, clashed the 
Union and Confederacy. You can follow 
the battles as they're pictured dramati- 
eally on 24 postage stamps. A fine collec- 
tion: 10 cents. ppd. H. E. Harris & Co., 
Dept. T135, Boston 17, Mass. (Company 
also sends extra stamps so you'll see 
what’s new on the market. If you don’t 
want extras, return in ten days.) 
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FALL IS THE SEASON when birds move 
south. Rand McNally and Chicago’s Na- 
tural History Museum are the authori- 
ties for the colorful Bird Migration Map 


of North America (42 by 33 inches). 


Lists major flyways of about fifty spe- 
cies; names nonmigratory birds. Can be 
framed. At $2, ppd., in tube ($1.50 
when mailed folded). Modern Educa- 
tional Aids, Dept. TS, P. O. Box 209, 
Wilmette, Ill. 





TO SEW A FINE SEAM, you'll find this 
Automatic Needle Threader quite a 
timesaver. Works simply—place needle 
head in one of the two funnels (one is 
for small needles, the other for large), 
place thread behind funnel, press plung- 
er and needle is threaded. Only $1, ppd., 
from Shopper's Special, Dept. TS, P. O 
Box 505, Bloomington, III. 





OUT, DARN spoT! Ever feel like saying 
that when you've forgotten that “You're 
supposed to eat it, not wear it”? Spot- 
wick comes quickly to the rescue. Re- 
move wick from individual foil packet 
and clean soiled area with circular mo- 
tion. Nonflammable: good for spots on 
all fabrics, including leather. Purse-size 
package of sixteen, at $1. Spotwick 
Corporation, Dept. TS, 4040 Mayfield 
Rd., Cleveland 21, O. 





WALLET sy fe) 
PHOTOS PLUS 25< 
HANDLING 


60 for $2.00 plus 25¢ handling. 
MADE FROM YOUR OWN PORTRAIT 


perfect for job, school, and 
passport identification 








FREE Beautiful hy] 
PORTRAIT ENLARGEMENT 


with each order 


Famous Roy Wallet photos, finest 
silk, double-weight paper. 21/2” 

3%”. Send picture or negative with y assay 
your order. Satisfaction guaranteed. : 


ROY PHOTO SERVICE 


Dept. G11, GPO Box 644, N. Y. 1, N. Y. 



















Everybody is — and those “in the knew” order from 
MILFUR FACTORY and save % and mere! 


© Latest fashions by top desig 
© imported capeskins and svedes 
@ REAL FACTORY PRICES 


Write now for alll new for’62 + FREE | eather Maxie catalog. 


veena! 










106 NORTH WATER STREET 
MILWAUKEE 2. WISCONSIN 


14 = @ |) Pcs 


PRINTED SHEETS 
AND ENVELOPES 


=4°°,, 


INTRODUCTORY OFFER... 
THE FINE STATIONERY 
IN THE PLAIN BOX! 


World’s finest stationery value, and 
a quality gift for 42 years! Crisp, rich white bond paper 
printed with user’s name and complete address in Midnight 
Blue ink. Socially correct, and so convenient for dozens of 
correspondence uses. 100 6” x 7” printed note sheets and 
50 printed matching envelopes. Maximum of 4 lines of 
printing with up to 30 characters (including spaces) per 
line. Only $1.00 per 150-piece Introductory Box. 


Tia 4" $2 OO 


| 
BOX: Jumbo 450-piece Triple Box! 
300 printed sheets and 150 printed envelopes. Save a 
full dollar on this great bargain offer. Only $2.00 postpaid, 
Sold only by mail, directly from the Factory. Sotisfaction Guoranteed! 
The AMERICAN STATIONERY co., Inc. 
1157 PARK AVENUE PERU, INDIANA 
t EF! @ Lists top-notch 
COPY writers’ markets 
! 
for your FREE 
copy. Absolutely ii Bitsum grass 
DANIEL S. MEAD 
Sida Literary Agent (hy — writing 
915 Broadway help! 


Write today U.S.A 
PINK no obligation! for writers! 
N.Y.C., Dept. 120 
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| MEMO TO THE OFFICE GIRL! | 
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Here’s a new way to ATTRACT ATTENTION at the 
office! Just wear the SECRETARY’S CHARM 
BRACELET with its twelve intriguing business office 
miniatures (only partly illustrated gees). Among 


re: TIM 
WRITER, PENCIL SHARPENER, SWIVEL CHAIR, 
TELEPHONE, Etc. Hamilton Gold Electroplated— 
$4.98, STERLING SILVER—SI9.95, 14K Gold— 
$129. Charms available individually in sterling and 


14K gold—see price list below: 
Sterling 14K Gold 
. Time Clock 2.25 10.00 


i 5 

2. Swiss cheese & coffee 2.25 12: 00 
3. Adding Machine 2.25 9.00 
4. Stapler 2.25 8.00 
5. Water cooler 2.25 11.00 
6. Typewriter 2.25 13.50 
7. Eraser & Brush 2.25 7.50 
8. Filing Cabinet 2.25 10.00 
9. Pencil sharpener (movable) 3.50 14.00 
10. Office desk 3.00 11.00 
it. Posture Chair (movable) 3.50 13.50 
12. Telephone 3.00 14.00 


a3 
So 
Co 


Complete set of charms only 18.00 
Prices include postage, tax, gift box. ORDER 
TODAY! Money-back guarantee. XTRA FREE 
CHARM: On all charm bracelet orders received by 
November 28th, we will include FREE a steno pad & 
pencil charm and our 56-page lavishly illustrated 
catalog. 


PERSONALIZED GIFTS CO., Dept. 111TS 
160 Fifth Ave., New York 10, N. Y. 











The MARGIN-BALANCER 
WORKS ON ANY TYPEWRITER 


Title-locator, Column-planner, Booklet-margin- 
ator, Justifier. Banish arithmetic. End tedious 
count-off by key-depression. Plastic scales attach 
to paper or stencil. Postcard, 812, 11, 14, 17 (1, 2, 
3, 4 columns). Kit $6. Telaspacer Chart—foretells 
spacing between tolumns of statistics (use inde- 
pendently of ‘‘Margin-Aid’’ kit), $1. 10-day trial, 
both items. Margin-Aid, 12016 So. Stoneman Ave., 
Alhambra, Calif. 


Mrs. Douglas J, Baldwin 
1926 Apple Valley Road 
Rockland, Connecticut 





PRINTED ¢ 
500 ::: LABELS = 25 
500 gummed economy labels printed in black with 
ANY name and address, 25c per set! In two-tone 

plastic gift box, 35¢ per set. Shipped in 5 days. 
DE LUXE GOLD-STRIPE LABELS —500 for 50¢ 
Superior quality paper with rich-looking gold trim, 
printed with ANY name and address in black. 
Thoughtful, personal gift; perfect for your own use. 
Set of 500, 50c. In two-tone plastic box, 60c. 
Shipped in 2 days. 

DISTINCTIVE SCRIPT LABELS —500 for $1.00 


Free Plastic Box De luxe paper—rich gold trim 
x = —up to 3 lines of 
s Janet (f. Smith fancy script type. 
= 2434 Sauth 22nd (re. 2” long. Set of 
500 in free plas- 
tic gift box, just 
$ 00. shipped 
Script Type + iy PI 
Money-back guarantee. Postpaid. ' , 











Cal anadn ¢ Ops “unga, Cela. 





Walter Drake oundade joe neg ‘Colo. 








AVAILABLE IN REPRINT FORM 


Most-used Shorthand Terms for_15 Different Fields: 


Atomic Energy, Banking, Import-Export, Radio 
& TV, Agriculture, Chemical, Electrical, Legal, 
Oil, Medical, Electronic, Construction, Aviation, 
Contract, and Insurance. 


Each sheet contains 200 terms with their shorthand 
outlines and is printed on an 8%x11 sheet of quality 
See k. Single copies, 25¢ each; Complete set of 15, 
2.50. 


Send order and remittance to: 
Reprint Department 


TODAY’S SECRETARY 
330 W. 42d Street, New York 36, New York 














THE PUNCTUATOR 


Do you hesitate before placing a comma, 
apostrophe, semicolon, etc.? Here is a new, 
easy device especially useful to 


SECRETARIES WRITERS 
STUDENTS EXECUTIVES 
Just dial for an accurate answer. Enthusiasti- 
cally approved by qualified teachers. Send 


$2.00 postpaid for one or $15 for a box of 10 
to PUNCTUATOR, Box 441, Laguna Beach, 


*inchualor 


Next to your Dictionary 
You need your Punctuator 














ENTERTAINING ENTICEMENT. Chip ’n 
Dip with Horace. This is the season to 
brighten up tables with this set—one 
large, three small glass bowls on two 
brass servers (Horace and his cart) for 
dips, snacks, etc. Horace’s neck holds 
napkins and his tail is an hors d’oeuvre 
spreader. At $8.95, ppd. Horace Jr. (six 
pieces—without cart) is $5.95, ppd. 
Apalt Specialties, Box 431-TS, Oak- 
dale, N. Y. 








PERSONALIZED STENO-PENS 


A personal . . . yet thoughtful gift that says 
“MERRY CHRISTMAS” 


Secretaries, teachers and students will appreciate 
your thoughtfulness when they receive a gift supply 
of their own personal steno-pens. Durable and de- 
pendable, these fine-line, wood-encased pens are per- 
fect for shorthand writing. ON EACH PEN .. . name 
of individual, school name or the inscription of your 
choice up to 40 letters. Your choice of one or assorted 
ink colors of blue, black, red or green. Only $3 a 
dozen. We pay the postage. 


Guaranteed Satisfaction or Your Money Refunded 
GARDNER STAMP COMPANY 


Dept. TS, 166 So. Washington St., Wilkes-Barre, Pa. 








“STEVEN R. BLANEY 





Engraved Brass Desk-n-Door Markers 


Permanent, distinctive beauty—any name engraved in 
heavy plate of solid brass, 7” x 1”. Engraving is black- 
filled. Door style has special stick-on backing: sticks on 
any clean surface. Desk style has solid walnut base 814” 
x 2”. Any wording up to 20 letters. numbers per line: 
choice of 1 or 2 lines. Perfect gift for Christmas! Shipped 
within 48 hrs. Satisfaction guaranteed or money back. 
Door style $2.95 ppd.; desk style $3.95 ppd. Spear En- 
gineering Co., 660-E Spear Bidg., Colorado Springs, Colo. 
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SAVE TYPING TIME 
with FLICK A LINE 


Always Accurate 
Always Fast 


Inclined panel 83, x 14. 
Slotted base with pencil 
groove and book ledge. 
Buy it from your sta- 
tioner. 


$7.95 prepaid 
FREE FOLDER 


Franklin 
116'/2 North 4th Street, Louisville, Kentucky 














YOU’RE LOOKING OVER a four-leaf clo- 
3a paperweight (24K 
goldplated). Verse is engraved on back 
and any four initials, to make a per- 
sonalized gift, engraved on front. Or 
order it without initials—we don’t care! 
At $3, ppd. from Jamaica Silversmith, 
Dept. TS, 79-32 164th St. Jamaica 
mM 3. 
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ON THE FIRST DAY OF CHRISTMAS a 
door will open wide: a partridge in a 
pear tree, alight, peers from inside. On 
follwing days of Christmas, all the way 
around: doors will open two-to-twelve 
as the flame burns down. All in finest 
color, in inches more than nine: leap- 
ing lords, dancing ladies ring its glass 
so fine. (At $2.95, ppd. Candles of the 
Month Club, Dept. TS, 5134 Mercer 


Ave.. Houston 5. Tex.) 





THE “TOWNSMAN.” How the eyes of 
your man-about-town will light up when 
he sees the Townsman Billfold under his 
tree! Has card and photo wings, tuck-in 
compartments, currency section, safety 
tabs for two keys. English Morocco 
(#6059) comes in black or brown at 
$7.50: can be matched with money clip. 
pass and glass cases, pocket secretary, 
key kaddy. Rolf's, Dept. TS, West Bend, 
Wis. 





ONCE UPON A TIME there lived a beau- 
tiful princess, who displayed her gems 


to perfection in a Jewelry Show Case 
that came straight out of the golden 
ages of kings of old. Elegant crystal and 
24K antiqued gold-colored metal form 
the case, three-and-a-half inches square. 
Velvet pillow is yellow-gold. Send $10.95 
for Jewel Case A91 to RMS _ Designs, 
Dept. TS, 120 W. Kinzie St., Chicago 
10, Til. 
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yao ov4-taMmel- Pa aliale me nhac 


from Harry & David ('way out in Oregon) 


Feuit:of the Month Club 


2 you VOU NEVER™: 
: NEVER SAWM : > ~ TASTEDM SO : 
“., $0 BIG .N ~., GOOD. 







Only 1 person in 1000 ever gets such impressive, 
exciting gifts (not in stores— limited supply). 
You'll get thanks and praise all year from the 
lucky folks you name. They’ll receive a sump- 
tuous gift box every month, beautifully pack- 
aged, each with your greeting. 


only *4°° and up! 


12-BOX CLUB Order Gift No. 20 ppd. $5395 


As shown, for 12 months 


8-BOX CLUB Order GiftNo.15 ppd. $9495 


Same as above, omitting March, April, 
June, August. 


3-BOX CLUB Order GiftNo.11 ppd. $4 285 


Christmas, January, February fruits 


CHRISTMAS BOX alone ppd. $435 
Royal Riviera Pears*. Order Gift No. 1 

They'll eat’m up—with a spoon! Handsome gift you'll 
never hear the last of! 





April—Pineapple May—Preserves 





" June—Home-Canned Fruit 


EASY TO ORDER: Send list of names plus checkor M.O. 
(No charges or C.O.D.), tell us how to sign greetings. 
Order now—Air Mail! 


October —Grapes i Nov.—Spanish Melons - Box 3910, Medford, Oregon 
* © ®1961 HaD 

















GOLD 
DISCOVERED 
IN 
CALIFORNIA! 
2 diff. Label 





S. Likhts 
"38 Saagen: orders for 
aemM, % 
ONLY $1.00 
The best value since the days of the 49ers! : 
You get 200 lovely gold labels with your Name 4 ‘ 4 ; 
iddress PLUS 200 beautiful golden Monogram Labels ; . = 
—a total of 1400 SATINGOLD Labels for only $1.00. % 
Two different labels for the price of one, gives you a : yw ‘ 
combination of Name Labels-and-Monograin Label : ‘ 
Both labels printed on quality rk uy panet & : 
Turn your dollar into 400 “pieces of Gold’’ hy rushing > “ 
your copy with $1.00 today! REGAL LABELS. Dept. Picture Window Clear 


11T, Box 509, Culver City, California. 








SEE-BRELLA’ 








Glamiorizes safety in the rain! 


For All Your Here's the beautiful new crystal-clear um- 

+ brella you look through, not under, when 
Cat-Owning rainy winds blow! SEE-BRELLA helps you 
. avoid hazards, and its strong, heavy- 
Friends gauge vinyl shakes dry instantly. No 


soggy drip! Fashionably styled with 10- 

rib golden-finish steel frame, gold flecked 1 
plastic handle (with handy rain bonnet qi 
in pouch on handle chain!) Plus gold 1 
press-on personalizing initial free. Light, 

yet sturdy. Satisfaction guaranteed. Order 
several. Sorry, no C.0O.D.'s. Catalog free. 


$4.95 plus 35c shipping 
BRADFORD’S Dept. D11 Bogota, N. J. 


The Perfect Gift is 
CATS MAGAZINE 
Helpful Articles, Pictures, 
Poems, News——Every Month 
111 About All Winds of Ca 
Send only $4.00 for each full 
year subscription 






= 
CATS—521 House Bldg. te A 
Pittsburgh 22, Pa. om 


(Samples 35c) 
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| PERSONALIZED 
LINGERIE CLIPS 
These lingerie clips clip your bra and slip-straps 
together—no more slipping off shoulder or showing 
under barest dress. Handsomely ONLY 
—24K gold plate. 


| $4.00 
per pr. 
JANE SCOTT — 


Box 647, Dept. T, Glen Ellyn, Ill. 


monogrammed with any 3 initials 
































Electric Foot Warmer 


No more cold feet. . . . Keeps your feet and 
ankles comfortably warm. Portable, light- 
weight (5 lbs.) all-rubber mat. Operates on 
any 110-volt AC or DC outlet, consumes less 
than 100 watts. ... 14” x 21”. Can be used 
by anyone in office-store-factory-or home. 12 
mo. guarantee. Only $8.95 ppd. Interstate 
Rubber Products Corp., 908 Avila Street, 
Los Angeles 12, California, Dept. 402; 





9108 Meyers Road, Detroit 28, Michigan. 














CPS AND PLS CANDIDATES 


Results Count! Again this year many of our 
students passed the CPS exams as they have 
every year since 1953. Our courses are spe- 
cialized—based on years of experience—& get 
results! Write today for free all new home- 
study catalog. Terms only $2.50 a week. Busi- 
mess Research, Post Office Box 7093, Long 
Beach 7, California. 

























WEDDING CATALOG 


Everything for the Wedding & Reception! 
Invitations ® Gifts for the bridal party 
Table decorations © Trousseau items 

Unusual, exciting personalized items. 


ELAINE CREATIONS 
Box 824 Dept. E-421 
Chicago 42, Ill. 


1000 Name & 


Address Labels $1 
ANY 3 DIFFERENT 
ORDERS $2 PPD 
Sensational bargain! Your name and 
address printed on 1000 finest qual- 
ity gummed labels. Padded! Packed 
with FREE Plastic GIFT BOX, Use 
them on stationery, books, cards, ete. 
1000 only $1. pod, SPECIAL—SAVE 
MONEY! ANY 3 DIFFERENT 
ORDERS 8&2. Satisfaction guaran- 
teed! Handy Labels, 1133 Jasperson 
Ildg., Culver City 1, California. 














REPRINTS AVAILABLE 


Secretary: Girl of the Year—a factual, in- 
formative job-hunting reprint that describes 
briefly the national secretarial employment 
picture and then tells through case histories 
what it’s like to work in 11 different indus- 
tries and professions. 25¢ per copy; $2.00 
per dozen 


Wanted: Alter Ego—a special report on the 
executive secretary—an 8-page reprint that 
describes the top-level secretary and her 
job. You will meet ten women who are the 
alter egos of some of America’s top man- 
agement in business and government. 25¢ 
per copy 


What’s So Special About Chemical Secre- 
taries?—a 4-page reprint of an article by 
Diana Boney which takes a close look at 
today’s chemical secretary. 25¢ per copy 


Reprint Department 
Today's Secretary 
330 West 42 Street 
New York 36, N. Y. 


Please send me.................... copies of each of the 
following reprints for which |! oam_ enclosing 
0D Secretary: Girl of the Year 
(0 Wanted: Alter Ego 


) What's So Special About Chemical 
Secretaries? 
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Individually Die Cut to Size 2¥%2”x3V2” 


30 embossed, round , Handsomely 
corner, countersunk Embossed 
panel-edge Wallet. Round 
Photos 21%2”x3%2" Corners 
made from any photo « Plate-Sunk 


up to 5%’x7”" — 
returned unharmed 0 










with your 30 photos 
for only $1.25 — or 
60 photos for $2.00 for $1.25 
postpaid. Satisfac- 
tion guaranteed. 6010r$2.00 








BIRTH ANNOUNCEMENTS 
hf 


ORDER DIRECT ano SAVE 


BIRTH-O-GRAM GO. 


OEPT E CORAL GABLES, FLA. 














PERSONALIZED 
LETTERHEADS 


ENVELOPES 
$400 


SOCIALLY CORRECT « RICHLYJPRINTED — 


America’s finest stationery offer! Here’s 

personalized quality printing to reflect 

your own good taste. Your name and ad- 

dress handsomely printed in Royal Blue in 

g@ three lines on H-W Imperial White Vel- 

lum. Each boxed set includes 100 person- 

alized sheets (512” x 7”) and 50 matching personalized envelopes 
(334” x 534”). Swell gift item! Guaranteed. Please print. 
(No COD’s.) 


fed] HAMILTON -WARD oEEy: 





—— 


WESTFIELD, 
MASS. 











A GREEN ORCHID. How now! Yet here 
‘tis in cologne and bath oil. Gold-colored 
metal cologne container holds three oz.: 
bottle holds two oz. of oil. Each (can be 
ordered separately) is $3.85, ppd. (Per- 
fume’s available at $15 an oz.) Gift- 
wrapped if you wish. From Patricia 
Murphy Gift Shop, Dept. TS, Yonkers, 
mM. ¥. 





THIS RECORD BELONGS TO 


STEVE OLESIUK 








ON RECORD as belonging to you. Your 
records won't get lost—even at parties— 
when you label them with Number 98 
Record Labels. Perfect for cataloging. 
too: a space is provided for numbering. 
Your name’s printed on fine, white 
gummed paper... Wonderful gift for 
the music lover. At $1 for 300: special: 
$2 for 1.000. International Industries, 
Dept. TS, Box 509, Culver City, Calif. 





WHAT BETTER CHRISTMAS ITEM than 
the Della Robbia Wreath, named for the 
Florentine family that originated ce- 
ramic wreaths in the fifteenth century? 
Made from redwood foliage, seed pods. 
cones and fruit gathered by the young 
people of Boys Republic. Twenty-inch 
wreath is $8.50: thirty-inch is $15, ppd. 
Get your orders in by Dec. 1! Boys Re- 
public, Dept. TS, Chino, Calif. 
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(Continued from page 60) 

If terms of sale are marked “c and f” 
it means there is a cost and freight sale. 
The seller bills the goods at a price that 
includes the cost of the merchandise, the 
incidental packing and the cost of de- 
livering the property to the ultimate 
destination. No responsibility is as- 
sumed for safe delivery at destination. 

If terms of sale are marked “c.i.f.” 
(cost, insurance and freight), the seller 
agrees to set the goods down at the buy- 








SCHOOL DIRECTORY 





BUSINESS & SECRETARIAL 














MEDICAL-SECRETARIAL 
A challenging opportunity 





SCHOOL FOR S 
MEDICAL SECRETARIES 
Approved by the Medical Profession 


©12 MONTH COURSE Write: Claude S. Yates 
© ACBS ACCREDITED 1441 Van Ness Avenue 





FRENCH, SPANISH, ENGLISH SHORTHAND 


You can learn shorthand in any one, or all of 
these languages, and get an interesting posi- 
tion at a high salary at home or abroad. Adap- 
tations of all foreign systems also available. 
Type. bookkeeping, complete executive secre- 
arial. 


GENEVA SCHOOL OF BUSINESS, INC. 


$U7-3234 2291 Broadway (82nd St.), N.Y.C. 



























































ere . . Since 1934 San Francisco 9, Calif. AIRLINE SCHOOL 
t ers warehouse free of all charges. He 
red also agrees to furnish the kind of in- 
3 ‘ " BE AN ° 
be surance customarily provided by a pru- Air 
er dent merchant. This would cover partial MOSER Romance! Travel! Adventure! Fun! 
i , ack 4 a Train in just four weeks for exciting 
ift- loss, war risk and geographical limits. IAL SCHOOL fight and ground oesitions. Cree pice: 
In a cost and freight sale marked SECRETAR FREE INFORMATION—-PREE CATALOG. 
ers, f hi ge tL Giges “d Executive Secretarial Courses for = NLINE S¢HOOL 
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. ; ' I “nage Free bulletin M Air Conditioned 1030 Nicollet Ave., Rim. A-111, Minneapolis, Minn. 
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until they're on board ship. The buyer Phone: 329-0954 
must provide protection from that time 
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on. When loss occurs at the port of load- 
ing, the invoice determines who is liable 
and which set of underwriters, those of WOMEN FARN BIG ‘y + 
the buyer or the seller, must make up MILDRED ELLEY IN REAL ESTATE © : 
the loss. SECRETARIAL SCHOOL FOR GIRLS Full or part time opportunities allow you to SUPPLEMENT YOUR 
The marine-insurancs polic make FAMILY INCOME in a pleasant, ge | pany nea oy re- 
2 a >-Insurance ty .eS . ardless of age and previous experience, will find our course the easy 
. . > y 227-229 Quail Street oa to success. STUDY AT HOME or in classrooms in leading cities. 
possible commercial transactions on the Albany 3, New York Diploma awarded. WRITE TODAY FOR FREE BOOK 
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<" basis of credit rather than on the actual WEAVER SCHOOL OF REAL ESTATE 
Ji : ; 2020E Grand (Est. 1936) Kansas City 8, Mo. 
exchange of goods or money. 
Be . e 
i When making a contract of sale, ar- 
as rangements are made between buyer and 
seller regarding the method and terms A META 
our TL: . > ne ¢ ; 
a of payment. This may be a draft, a bill LL L. STARLIGHT 
98 of exchange or a letter of credit. CASE and FRAME 
ing. A draft is payable at sight or within with every order 
ing. definite number of days—30, 60 or 
hite : 
ae 90. What usually happens is that the ’ i 
or ° 
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or to accept them for collection. 

A bill of exchange means the seller 
sells his invoice to a bill broker at the 
point of destination. (Bill brokers deal 
in commercial paper, just as stockbro- 
kers deal in stocks and bonds.) 

Letters of credit are a popular media 
for conducting international monetary 
transactions. The buyer purchases a 
letter of credit from his bank. There is 
then established in some foreign bank- 
ing center a fund to his credit, against 
which he may authorize the seller to 
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Photos 


From Your Own Favorite 
Photo, Snapshot or Negative 


25 «4 
or GO ror *2 
plus 25¢ shipping 


Friendship Photos’ excitingly new different Shadowbox 
Prints with deep sunk embossing and softly rounded 
corners add subtle glamour to that treasured snapshot. 
Prints are wallet size 244" x 3%". Satisfaction guar- 
anteed. Order today. 


EXTRA BONUS — FREE WITH EACH $2 ORDER 
4" x 6” Princess Portrait enlargement. 





draw for goods purchased by the buyer. Rugged is the word for this easy-to-use copy Me a a Ty Sy Se ee 

The seller draws the draft, attaches the oe It on oa — no i i °S “Shedewbex” Friendship Photos, tom one ' 

invoices j f lading to it and pre- ssures correct sight-leve or accurate P- pose... $1.25 enclosed. Also send Free Stariig 
n invoices and “0 : my : ing of all copy work. Used in high schools, " Case and Frame. ‘ 

. ents it to the firm or bank in whose : © ae ¢ : 60 “Shadowbox” Friendship Photos, from one 
the — > 3 . business colleges, by + aang in every kind of : pose... $2.25. Also send Free additional Princess ! 
‘ favor the letter of credit is issued. They business. Secretaries woe 4 . | Portrait Enlargement and Frame. 

ona : 

‘ acce av » draft. charging > Three attractive pastel shades — desert 1 enclose photo, snapshot or negative which you will 
ry? accept and pay the draft, charging the tom, so tenes eon, Gl ee. De f seturn caberme’. tty money beck, oxmel, Ui'm net O 
ods. amount paid against the letter of credit. at stationery stores or send us $1.35, we j completely satisfied. | 
vc This is a very brief summary, but it pay postage. § NAME......000006 see eeeeeneneeeneeeeeeeeeneeenes | 
neh . : = Fl iccicccntctensvcsccsnassnvercceulniekinn 

res you a §s sight into world 1 
pd. _—— a slight insig] f “ibs BANKERS BOX CO., pep. 1511 a dade illsbhiiiantbaiinl WR cissisceecs i 
me ie i nee < eee 2607 North 25th Ave. @ Franklin Park, I. | 9 STATE.......ccccccsseesesssessesceecestenseeess 
even an olive to the dining table! i. cup eum ens name (Pleats frist) an aw aemenean 
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Privileged Character 


The executive secretary is a wealthy 
girl. She is, we mean, if one can use the 
word to denote her acquisition of twelve- 
by-sixteen feet of office space, a pink 
marble powder room, a kitchenette, din- 
ing and rest areas. 

These are possessions of the “average” 
secretary to a corporation president, ac- 
cording to a survey by Duffy Inc., (Plan- 
ners and Designers) of New York. 

The “composite” girl Friday works at 
a walnut desk, in a private office most 
frequently decorated in beige and green. 
Ten per cent of the secretaries reporting 
said they have their own lounges, and 
more than half have special facilities 
ranging from a coffee percolator to a 
complete kitchen. (A young woman from 
Oregon claimed a private rest room with 


full-length mirrors and a marble-topped 


vanity area with drawers for towels and 
personal possessions.) 

Ten per cent have fresh flowers once a 
week. Half of these receive bouquets 
daily; significantly, the latter category is 
limited to those who have selected their 
own decor and furniture. A few lucky 
ones may even peek at the boss’ color 
television set! 

Communicating with the chief exec- 
utive? No problem. A third of the presi- 
dents are close enough to contact their 
secretaries by voice. Fifty-four per cent 
get in touch by intereom—phone and 
buzzer system. 

We've already mentioned the predomi- 
nant color scheme: next come gray, 
brown, gold and yellow, in that order. A 
New York secretary has grown especially 
fond of her gold velvet chairs. 

Could anything be wrong with this 
idyllic existence? Not to the large major- 
ity. But to those who did feel something 
remains to be desired, the need for more 
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space was primary—filing area, drawer 
space, larger waste baskets, partitions to 
section off others working in the same 
room, extra closet space for reports and 
supplies. 

A number replied that executive of- 
fices are more attractive than efficient 
and recommended complete re-arrange- 
ment of space. Several complained of 
unattractive color combinations and fur- 
niture that is in no wise practicable. One 
secretary was very honest. Her office im- 
presses the visitor unfavorably, says she, 
“because my desk is . . . cluttered with 
papers and looks rather disorganized.” 
But. she maintains, “I . . . know exactly 
where everything is.” Big complaints 
came from those sharing offices—with 
not one, but two or more girls. Typically 
feminine, the greatest satisfaction was 
expressed by those who helped decorate 
their own or their boss’ office—a star- 
tling forty-two per cent. 

While Oriental chests, silver and por- 
celain “animals,” antique maps, Chinese 
ivory figurines and potted plants—as well 
as hot-and-cold water fountains—adorn 
the workaday domiciles of these lucky 
girls, some reported the need for more 
growing things and art work. (A secre- 
tary in Chicago said, “I would dearly 
love a window since our offices overlook 
the harbor and lake.”) 

The president’s “aide-de-camp” adds 
cozy touches to her own and the boss’ 
office: carpeting, cabinets, family photos 
and art objects. She is largely responsi- 
ble for these presidential office statistics: 
potted plants—fifty-five per cent; family 
pictures—one-third: oil or water color 
paintings—fifteen per cent. 

This would indeed seem to show rap- 
port with the boss, but the secretary’s 
business status is more cogently illustrat- 
ed by the size of her office. Duffy’s reports 
that one lucky girl in St. Louis has 588 


square feet (twenty-one by twenty-eight) 
to herself. Close on her heels is the De- 
troit secretary who rates 576 square feet 
(twenty-four by twenty-four). A young 
woman from the Midwest is at the other 
extreme; she’s presently sharing an office 
with two other girls. “I have only fifty- 
six square feet to myself,” she says. “but 
the firm is moving soon!” 

Nor is there any relationship between 
the size of the company and the size of 
the executive secretary’s office. Several 
of the biggest areas were reported by 
firms that are not among the largest in 
the United States. 

Regardless of size, Duffy reveals, it 
seems that most secretaries are concerned 
primarily with creating a pleasant work- 
ing atmosphere. One girl has a cork wall 
whereon she tacks cartoons “that have a 
personal message for the boss and his 
secretaries.” Another adorned her boss’ 
office in a New York tool manufacturing 
firm with model airplanes, while an Iowa 
secretary hung framed national park 
scenes on the walls of the executive suite. 
Not to be outdone, a secretary back East 
“We have an 
father’s clock that is beyond repair, but 
it adds a homelike touch to the room 
and we will not part with it.” 


writes, antique grand- 


Survey questions ran something like 
this: What is the length and width of 
your office area? Do you share it with 
anyone? What extra personal conveni- 
ences do you and other executive secre- 
taries have in your area? How do you 
maintain immediate communication? 
What voice did you have in the decor of 
your boss’ office? What homelike touches 
are in your company’s executive offices? 
What do you think of their comfort, 
efficiency? 

Describe the furniture, accessories and 
color schemes of your office. Do you feel 
that visitors are favorably impressed with 
the total effect? Do you recommend ad- 
ditional equipment to make the executive 
offices more comfortable? 

In sum, according to Robert J. Duffy, 
president of the firm, the report “bears 
out our conviction that the top-ranking 
executives and their secretaries want all 
the personal conveniences that they en- 
done in good taste, with 


thoughtful planning.” 


joy at home 


The survey also has it that the presi- 
dent’s secretary “is fast becoming one of 
the most envied girls in business.” If this 
is true, could a follow-up search be 
made: to rate the amount of fire breathed 
by the green-eyed monster and the effect 
of its fallout— on the sumptuously spaced 
young lady herself and on her less stra- 
tegic sisters stenographic? 
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Sometimes, typing is just plain tedious. On days like that, a tattle-tale erasure 
at the end of a single-spaced page can lead to a touch of typewriter tem- 
perament. One sure way to save both time and temper is to open a box of 
Kimberly-Clark typewriter paper. Pick and choose your favorite type. There’s 
a wide range of bonds and onionskins, translucent and manuscript cover, too. 
You’ll make a very big impression in the office with Kimberly-Clark type- 
writer papers. But don’t take our word for it. Try them yourself and see. 


From your stationer or Kimberly-Clark distributor. Kimberly:Clark 











1. To save filing time: spillproof Acco folders 


Accobind folders keep your papers secure, in sequence, easy to find. 
Eliminate frantic searching for loose “lost” papers. Fastened papers slide 


out for easy transfer. Firm press- 
board covers stay new-looking, ACG oO ei fh D 


never sag, save file space. 5colors. GENUINE PRESSBOARD FOLDERS 








2.To save storage space: adjustable Acco binders 


Accopress binders don’t bulk or bulge. They adjust to their contents. 
whether one sheet or one thousand. Space-saving, economical, spillproot 
—ideal for records, invoices, 


catalogs. Long-lasting press- ACG Cc oO vt tS 


board. Available in 12 colors. GENUINE PRESSBOARD BINDERS 


ACCO PRODUCTS A Division of Natser Corporation, Ogdensburg, N.Y. # In Canada: Acco Canadian Co., Ltd., Toronto 








